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From: Gualtieri, Francesca 

Sent: Friday, October 30, 2020 2:10 PM 

To: Plant, Ashley 

Subject: Breaks in LWOP periods (PRA Message) 


From: Saumure, Chantal <Chantal. Saumure@cbsa-asfc.gc.ca> 

Sent: October 30, 2020 1:50 PM 

To: Gualtieri, Francesca <Francesca.Gualtieri@cbsa-asfc.gc.ca> 

Cc: Murtagh, Josée <Josee Murtagh@cbsa-asfc.gc.ca>; Goyette-Lavoie, France <France.Goyette- 
Lavoie @cbsa-asfc.gc.ca> 

Subject: FW: Breaks in LWOP periods 


Hi Francesca, 
The following was just brought to Corporate’s attention. Can you confirm Wf the email below from 


Janis will be sent out by each Regional LR Office to their respective Directors/Managers in their 
region inciucing Headquarters? 


Merc) 
Chantal 


From: Wright, Cassandra <Cassancra. Wrienti@cpsa-asic.ec.ca> 
Sent: October 30, 2020 10:44 AM 
To: Lamoureux, Monique <ioni Ka ECC 
<Shelalacdisian@cbsa-aste cgeca>; Forte, Anne <ånne Forte sa gC ca>; ose Marc 
<Marc.Larose@c seer ca>; Nadon, Chantal <Chanta .Nadon@cosa-asfc.ec.ca>; Levasseur, 
Nathalie <Nathalle > urfcbsa-asic.gc.ca>; Allain Osborne, Claudelle 

saaste, a 


Piao Sic. NINN Lise oP EVO ANAA 


asie gec ca> 
Subject: Breaks in LWOP periods 


Hi everyone, 
FYI — PTE 
Thank you, 


a rg 

tions Relations ae Se Dn Directorate 

Canada PORT services Agency / Government of Canada 
dre 3 / Tel: 343-291-5896 Cel: 


l/Gestionnaire d'opération de la rémunération et transformation des affaires 
Agence des services frontaliers du Canada / Gouvernement du Canada 
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Cassandra Wriaht@chsa-asfc ec.ca / Tél: 343-291-5896 Cel: 


From: Evans-Hill, Paula <Pau a Evans-Hill@cbsa-asic.gc.ca 
Sent: October 29, 2020 1:36 PM 
isa. arpinte ira@cbsa-asic.ec.ca>; Wright, Cassandra 


Here is what Janis sent out to Prairie Managment 


From: Smith, Janis <Janis. Smith@cbsa-asic.gc.ca> 
Sent: October 29, 2020 6:25 AM 
To: CBSA.F Prairie RMC a CGR Prairie oo <PraiieRMC-CG R@cbsa- asic. ec. ca> 


AANA 


E EA P 
Subject: Breaks in LWOP periods 


Hello Directors, 


in some regions it has been normal practice to allow employee’s to split two periods of leave 
without pay (LWOP)} with a day of paid leave. These requests are often made with no intention to 
return to work and in order to minimize the financial implications of an extended period of LWOP 
by circumventing the double contributions and benefit deficiencies. This was recently raised by 
and subsequently discussed nationally within Labour Relations to develop a consistent approach 
for these types of requests moving forward. 


it has been determined that, while each request should be considered on it’s own merits, if the 
intent behind the single and/or minimal paid leave request is solely to avoid financial implications, 
then it is not within the spirit of the collective agreement and should not be permitted. This 
position has been validated by TBS and is being applied nationally. 


For greater clarity, below are examples of requests that should not be approved: 


Example 1: 


o Employee requests LWOP for Care of Family from June 4" to September 


o Employee requests vacation leave on September ath 


o Employee requests LWOP for Care of Family from September 5" to December 4" 


if the vacation leave requested is to ensure their LWOP does not span over 3 months which 
would result in the employee avoiding potential financial implications as it relates to their 
pension and benefits, the vacation leave request should be denied. 


Example 2: 


o Employee is on 1 year maternity leave/parental leave which expires October 6" 


o Employee requests vacation leave on October 7" 
o Employee requests LWOP for Care of Family for 6 months starting October 8" 
if the vacation leave requested is to minimize the financial impacts the extended period of 


LWOP would have, the vacation leave request should be denied. 


Should you have any questions or wish to discuss further, please contact your LR advisor. 
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Thank you, 
Janis Smith 


Assistant Director, Workplace Issues Management - West Portfolio 
Human Resources Branch, Canada Border Services Agency / Government of Canada 
Janis. Smith@cbsa-asfc.gc.ca / Cell: ITTY: 866-335-3237 


Directrice Adjointe, Gestion des enjeux en milieu de travail — Portefeuille de l’ouest 

Direction générale des ressources humaines, Agence des services frontaliers du Canada / 
Gouvernement du Canada 

Janis.Smith@cbsa-asfc.gc.ca / Céliulaire: | / ATS: 866-335-3237 
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Atlas 


Leave with Income Averaging 


Page due for review 


More than 1 year has passed since the content of this page was last updated or reviewed. To confirm 
the accuracy of this content, please contact Web Services at web services wepOcpse-as'c.cc.ca. 


n res a peri Aod of ne mined. ay and Rs the reduced: income es over a sd of 12 
months, 


Human Resources Delegation 


Action 


The employee's pay would be reduced and averaged out over the 12-month period to reflect the 
reduced time at work; however, his or her pension and benefits coverage, as well as premiums and 
contributions, would continue at the pre-arrangement levels. 


The employee continues to be subject to the provisions of the relevant collective agreement or terms 
and conditions of employment. 


The leave without pay portion of the working arrangement may be taken in two periods within the 12- 
month period. Each period must be at least 5 weeks and the sum of the two periods must not exceed 3 
months. 


Although persons participating in the leave with income averaging working arrangement receive income 
throughout the 12-month period, the person is deemed to be on leave without pay during the non-work 
period of the arrangement. 


The 12-month leave arrangement must commence before proceeding on the leave without pay portion 


of the arrangement, in other words, the paperwork must be processed and the employee must be on 
the reduced salary prior to taking the leave. 
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pay ee of the nt 


Requests for leave with income averaging involve a significant amount of processing and attention to 
detail on the part of Compensation. Given high volumes of work, Compensation ideally requires four (4) 
week’ notice to prepare the file prior to the employee's departure on leave without pay. 


Manager ol 


a anny prior to 5 the En A S leave Wine eh cn anall with the eee and 
signed LIA request attached, with “Urgent - LIA Request” in the heading. 

+ When leave with income averaging is granted t to à an unes the employee's S manager must 
ensure = that Treasury Board Secretariat's sP olig cs : fi yf Te g : 


emp d 5 Coc af ict (POF, ; 5 continue to be ed 

e Conoc ent with the Code of Conduct, CBSA EE includi ing those absent on leave with 
income averaging, must consult with their manager on any outside employment and/or 
activities. If there is any doubt that either might subject the employee to demands incompatible 
with his/her official duties, or cast doubt on his/her ability to perform his/her duties or 
responsibilities in a completely objective manner, the employee is required to complete and 
submit a Conflict of Interest Report (PDF, 2.68 MB) to his/her manager detailing the 
outside employment and/or activities that may give rise to a conflict of interest with the 
employee's official duties. 


Employee Obligations 


« Advise management of the request as early as possible, keeping in mind that in order to avoid 
overpayment and ensure accurate processing, Compensation requires at least 4 weeks' notice 
to process the arrangement prior to employees departing on the leave without pay period. 

« Submit the completed Application for Leave with Income Averaging form (TBS 325-10E) for 

approval. 

Complete and submit all other leave requests up to the period of leave without pay. 

Advise management of any changes to the period of leave without pay. 

Agree not to work elsewhere in the federal public service while on leave without pay. 

In order to avoid an overpayment, refrain from taking the leave portion of the arrangement, 

once approved, until a written confirmation has been received from Compensation that the LIA 

is registered in the pay system. 


* + + è 


Procedure for Requesting and Granting Leave with Income Averaging 


+ Employees are expected to respect established procedures to advise their manager of their 
anticipated absence from work, and can refer to the Standard Operating Procedure for 
Requesting, Recording and Authorizing Leave for the range of expectations and responsibilities. 

e Ideally, requests should be submitted to management for approval at least five (5) weeks in 
advance of the start of the leave without pay period. 

e Managers will ensure that requests for leave with income averaging are provided to them in 
writing, including the period during which the leave is to be taken. 

+ Managers will need to ensure that requests for leave are granted such that absences do not 
negatively impact operational requirements. 

+ Managers will confirm in writing their decision to allow, deny or partially deny an employee's 
trum tor leave with came on. 


are onflict of 1 | 


À decision to grant leave with income averaging is based on operational requirements. À manager is 
justified to refuse a leave request if an employee's absence will negatively affect the operational 
requirements ~— for example, when the employee's absence would result in an acceptable level of 
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manager must review the actual or expected workload for the period during which the eah s 
requested to take their leave without pay period. 


+ A manager must make a decision concerning operational requirements on the best information 
available at the time that a leave request is received. 

e A thorough evaluation confirms that for the 12-month work arrangement period it is 
operationally feasible to allow this work arrangement (in other words, the quality of service or 
costs associated with service delivery would not be adversely affected). 

e Managers should justify the denial of leave with income averaging requests based on 
operational requirements, and not on the grounds that if leave was granted leave, overtime 
would have to be assigned, or additional costs incurred to replace the employee on leave. 


Monitoring 


Managers are expected to stay in touch with employees on leave without pay for other reasons to 
ensure that the employee will be returning to the workplace and take appropriate steps as warranted. 


Branch will be monitoring the use of leave with income averaging at the Agency level in conjunction 
with its functional responsibilities with respect to the management of leave. 


Date modified: 2014-06-30 
Reviewed: 2019-11-14 
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Leave without Pay for Personal Needs 


Page due for review 


An employee may be granted a leave without pay for personal needs, in conjunction with operational 
requirements. In granting such a leave, the manager will consider the best interests of the employee as 
well as of the organization. The employee will be reinstated to the same or, at the department's or 
division's discretion, a similar position upon his or her return to work. 


Human Resources Delegation 


Muman Resources 
Deleqation 
Approves leave without pay for personal needs up to Discretionary CBSA -5 4 
three months : 


Action 


Approves leave without pay for personal needs for Discretionary CBSA -4 4 
more than three months, but not exceeding one year _ - 


General 


The term "personal needs” may include any reason which has not been specifically addressed by the 
terms of the applicable collective agreement. 


Empioyees are generally entitled to two periods of leave without pay over the course of their career 
with the Public Service, which can be taken in two segments: 


e One for a period no longer than 3 months; 
e One for a period no longer than 12 months. 


Managers can choose to grant the leave consecutively, such that an employee is away for 15 months. 


Note: 
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of the duration of the leave. 

+ Employees choosing not to take the maximum allowable leave for a segment, i.e. 3 or 12 
months, cannot subsequently be granted the balance of the leave not taken for a specific 
segment. For example, an employee requesting leave without pay for personal needs for 8 
weeks will be deemed to have exhausted the entitlement for the period of 3 months or less. 
Should that employee then wish to take 4 weeks at another time over the course of his or her 
career, having that leave granted would mean the employee would have exhausted both 
segments of leave without pay for personal needs. 


Leave without pay for personal needs can be used in conjunction with maternity or parental leave with 
the consent of the manager. 


Needs 


+ Managers will ensure that requests for personal leave without pay are provided in writing, 
including the period during which the leave is to be taken. 

+ Managers will need to ensure that requests for leave are granted such that absences do not 
negatively impact operational requirements. 

+ Managers will confirm in writing their decision to allow, deny or partially deny an employee's 
heel o Caye without pay for sa nee 


are ane ied. 
Managers will consult their Labour Relations Advisor prior to denying a request for leave without pay for 


personal needs. 


Management Obligations 


Wren leave wi oo pay: for -o needs is ae to an rose, ne SUISSE S meade must 


is any daube that einer ore + the Re Peep to ae HAE with Mae official 
outes, or cast doubt « on MS/ner y to Perron his/her duties or responsibilities in a completely 

DE, 2.68 MB) to “he manager deta iling the outside sr aplayericn and/or ac vitles ther mia Glve 
rise to a conflict of interest with the employee's official duties. 


Employee Obligations 


An employee who proceeds on leave without pay for personal needs, and knowingly fails to advise the 
Employer of a potential conflict of interest prior to proceeding on leave, may be subject to disciplinary 
action up to and including termination of employment. 


If an employee's situation changes while on leave without pay for personal needs, the employee must 

notify the Employer if there is a possibility that any outside employment and/or activities may result in 
a conflict of interest with an employee's official duties. In such a case, the Employer may require that 

the outside employment and/or activities be curtailed, modified or ceased. 


Monitoring 


Managers are expected to stay in touch with employees on leave without pay for other reasons to 
ensure that the employee will be returning to the workplace and take appropriate steps as warranted. 
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Atlas 


Leave Without Pay for Relocation of Spouse 


Page due for review 


- Approves up to 1 year of leave without pay | Non- CBSA -1 to -44 
_ (permanent relocations) discretionary | 


RAS for more > than 1 year QE not | _ Non- CBSA -1 to -4 À 


ne ee even Whee the s spouse is nt an ee ae of thé public service. 
An employee whose spouse relocates permanently is entitled to one year leave without pay. 


An employee is entitled to leave for relocation of spouse regardless of whether the spouse's relocation 
is voluntary or involuntary. It is not necessary for the spouse's decision to relocate to be job-related for 
an employee to be entitled to this leave. An employee who relocates again during his or her leave for 
temporary relocation of spouse shall only be entitled to a new five-year leave period if he or she has 
been appointed to a permanent position between these two relocations. 


An employee is entitied to a single period “up to” a certain period for the purpose of relocation of 


spouse. If the employee is on leave for temporary relocation of spouse and is transferred again, the 
leave continues — they would not receive a new period of LWOP for temporary relocation as a result. 
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re 


Leave without pay for relocation of spouse may also be granted, in accordance Treasury Board 
Secretariat's Directive on Terms anc Conditions of Employment, to employees whose terms and 
conditions of employment are governed by that Directive. 


Leave code 9300 should be entered for leave without pay for relocation of spouse in ESS/MSS. 
Manager Obligations 
Managers must: 


+ Consult with Regional Labour Relations if there are concerns as to the validity of the leave 
ae 

. Grant ton of 5 spouse a anou pay as ee unless Re or eae has: concerns as to 
the validity of the leave request. 

e Provide employees with advance written notice, as practical and reasonable, of the approval or 
denial of the leave. 


° Au granting such cvs AE NES must ensure that JE Board en at’ 5 Policy ¢ on 


are nn ed. | 


Procedures for Requesting and Granting Leave for Relocation of Spouse 


ne ee absence on ok. and: can 1 refer to the Standard Operating Procedure for. 
Reporting, Recording and Authorizing Leave for the range of expectations and responsibilities. 

+ Managers may request additional information from the employee to confirm the spousal 
relationship or to confirm a move is indeed taking place. 


Monitoring 


to ensure that m RS will be ane to the waa and rake nee PR eae as 
warranted. 


Managers are expected to monitor employee leave usage for patterns of use. The Human Resources 
Branch will be monitoring leave transactions at the Agency level to determine leave usage impacts on 
the organization. 


Date modified: 2014-07-14 
Reviewed: 2019-11-14 
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AnaS 


Leave Without Pay for the Care of Immediate Family 


Page due for review 


More than 1 year has passed since the content of this page was last updated or reviewed. To confirm 
the accuracy of this content, please contact Web Services at web services wepOcpse-asic.cc.ca. 


Collective agreements governing CBSA employees provide for leave without pay for the care of 
immediate family. The definition of ‘family’, or ‘immediate family’, varies between collective 
agreements and can be found in the applicable collective agreement's Definitions section, or in the 
leave without pay for the care of immediate family article itself. 


Some collective agreements provide specific provisions under the leave without pay for the care of 
immediate family article for compassionate care leave. To be eligible for compassionate care leave, the 
employee must provide the Employer proof that he or she is in receipt of, or awaiting, Employment 
Insurance Compassionate Care Benefits. See the applicable collective agreement for specifics. 


Action 


Approves leave without pay for the immediate 
_ care of a family member: 


General 
Collective agreements prescribe that: 


+ Employees request leave without pay for the care of immediate family (LWOPCF) in writing as 
far in advance as possible, but not less than four weeks in advance of its commencement, 
unless such notice cannot be given because of urgent or unforeseen circumstances. 

e LWOPCF must be granted for a minimum of three weeks, and the total leave granted must not 
exceed five years during an employee's total period of Public Service employment. 
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requirements, or continued service delivery. 

+ LWOPCF for compassionate care may be granted for period of less than three weeks and may 
exceed the five year maximum, when an employee provides the Employer proof that he or she 
is in receipt or awaiting Employment Insurance Compassionate Care Benefits. 


Managers should consult Regional Labour Relations when there are concerns that approving LWOPCF 
would unduly impact operational requirements, or continued service delivery. 


A period of leave without pay may affect an employee's pension, leave accrual, pay increment, etc. 
Managers are advised to invite employees to discuss this with their Compensation Advisor. 


Manager Obligations 
Managers must: 


« Ensure that LWOPCF and compassionate care leave are granted only in accordance with the 
applicable collective agreement. 

e Grant LWOPCF as requested, unless he or she has concerns as to the validity of the leave 
request. 


of LWOPCF and compassionate care leave. 


Managers should consult with Regional Labour Relations if there are concerns as to the validity of leave 
requests. 


Procedures for Requesting and Granting LWOPCF and Compassionate Care 
Leave 


e Employees are expected to respect the established procedures to advise their manager if they 
will be absent from work, and can refer to the Standard Operating Procedure for Reporting, 
Recording and Authorizing Leave for the range of expectations and responsibilities. 

+ Managers should advise employees in writing of the approval or denial of requests for leave. 


Note: 


+ Dependent on the applicable collective agreement, a manager can be justified to refuse a 
request for LWOPCF if an employee's absence will negatively affect the minimum operational 
requirements, or continued service delivery. 

+ Operational requirements speaks to an employee's absence resulting in an unacceptably low 
level of service, or a below-minimum number of staff on duty. Continued service delivery 
speaks to the service provided by the employer not being interrupted, ceasing or coming to an 
end, 

e To determine operational requirements or continued service delivery, a manager must review 
the actual or expected workload for the period during which the employee has requested 
LWOPCF., 


Managers should justify the denial of leave requests based on operational requirements, and not on the 
grounds that if leave was granted leave, overtime would have to be assigned, or additional costs 
incurred to replace the employee on leave, 

Monitoring 


Managers are expected to monitor employees’ usage of LWOPCF and compassionate care leave to 
ensure that it is granted only in accordance with the applicable collective agreement. 


Agency level in conjunction with its functional responsibilities with respect to the management of leave. 
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Atlas 


Home > HRD > Labour Relations 


Standard Oneratna Procedure 


Introduction 


In an on-going effort to improve leave administration within the Canada Border Services Agency 
(CBSA), the Human Resources Branch is endeavouring to bring more rigour to the requesting, 
recording and authorizing of leave transactions. The audit of leave management at the Agency 
conducted in 2013 revealed that it is difficult to validate the accuracy of Employee Self-Service (ESS) 
transactions when they are not necessarily supported by documentation. As such, this Standard 
Operating Procedure has been developed to standardize the process of documenting, recording and 
authorizing leave for employees of the CBSA. 


This document establishes the framework for reporting of leave. The content of this document is in 
accordance with the collective agreements, and Treasury Board Secretariat (TBS) Policies and 
Directives. In the event that this Standard Operating Procedure is in contradiction with the collective 
agreements and/or the TBS Policies and Directives, the collective agreement and the TBS Policies and 
Directives shall take precedence. 


Principles 


Employees are extended leave entitlements in accordance with the collective agreements and the TBS 
Policies and Directives. 


The management of leave is a shared responsibility of management and employees, 


Managers will ensure leave requests respect the provisions of the applicable collective agreement and 
relevant TBS Policies and Directives when approving or recommending approval of leave. When 
managers have questions with respect to the application of leave provisions, they are to contact their 
Labour Relations Advisor. 


Leave is to be submitted and approved by the manager within the timeframes established for 
anticipated or unanticipated absence. 


Definitions 


Anticipated Absence _ 
Means an absence that is known ahead of time by the employee, such as annual leave or- 
medical appointments. 


BSF 509 ee ee eee ete re nen ene meee ery ee re eee 
Time and Activity Record ’ paper time sheet — 
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Defined in accordance with Schedules 1 (Delegated Levels) and 2H (Delegated authority for 
operational matters such as hours of work, overtime, leave, etc.) 


Formal Approval 


Means the approval obtained from the delegated authority that is recorded on a timesheet 


Pre-Approval 


Means the approval obtained from the delegated authority in writing before a formal leave 


request is submitted via ESS or by paper timesheet BSF 509. This written confirmation 
becomes the supporting documentation to the leave transaction registered in the Employee 
Self-Service (ESS) portal and subsequently authorized by the manager through MSS 
(Manager's Self-Service). 


Unanticipated Absence 


Means an absence that is not known ahead of time, such as illness or a family emergency. 


Responsibilities 
Employee responsibilities 
General 
+ Ensure a sufficient balance of leave credits to cover the request. 


+ Notify the manager of any and all absences/leave requests at the earliest possible time. 


+ Ensure absences/leave requests are in accordance with the collective agreement, or applicable 
TBS Policy and/or Directive. 


+ Submit a formal leave request (leave transaction in ESS or paper BSF 509). 


Anticipated leave 


+ Obtain pre-approval for the leave via an email to the manager and complete an ESS leave 


+ For Leave with Income Averaging, requests must be submitted to management for approval at 
least five (5) weeks in advance of the start of the leave. 


Unanticipated leave 


+ Upon notifying management of the absence, employees are expected to provide their manager 
an expected return to work date. 


+ If requested by management, employees are expected to submit documentation to support 
their absence. 


« Complete the leave transaction via the ESS portal or through a paper BSF 509, as applicable, 
within three (3) business days of being back at work. 


+ Minimize overpayments by verifying personal banking records to ensure that pay is stopped in 
accordance with the absence and, should regular pay continue, remind management to advise 
Compensation of the absence. 
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Management responsibilities 


General 


Ensure absences/leave requests are granted in accordance with the applicable collective 
agreement and relevant TBS Policies and Directives. 


Verify the employee's leave report to ensure they have sufficient leave credits to cover their 
request before issuing the pre-approval. 


Keep a record of the pre-approval electronically or in the employee's file for duration of 
employment. 


Consult MSS at least once (1) per week to review pending leave transactions. 


Verify MSS entries or review BSF 509 forms, as applicable, to ensure the appropriate leave 


Process MSS entries or BSF 509 forms, as applicable, at least once (1) per week. 


Anticipated leave 


Pre-approve ali leave requests via email and authorize via MSS or BSF 509, where applicable, 
prior to the leave commencing. 


Approve requests for Leave with Income Averaging in writing within five (5) business days from 
the receipt of the request. Approval must be submitted to Regional Compensation for 
processing at least four (4) weeks in advance of the leave commencing. 


Unanticipated leave 


If contacted by phone, immediately acknowledge the absence by sending an email to the 
employee's work account and include the expected return to work date. 


Keep medical notes on the Compensation file, where applicable. 


Remind the employee upon his or her return to work that the leave request form must be 
completed within three (3) business days. 


Authorize the leave request form via MSS or BSF 509, where applicable, within three 
(3) business days of the employee's return to work. 


If the leave request form has not been submitted within the specified time, remind the 
employee to do so before close of business day; confirm that it has been done. 


In instances where an employee does not have sufficient leave credits to cover the absence, the 
employee may be granted leave without pay for the portion of leave not covered by paid leave 
credits. In these instances, Labour Relations is to be consulted on the appropriate leave without 
pay entitlement(s) for the employee. Once the employee is away from work for six (6) business 
days without pay, contact the employee's Compensation Advisor to have the employee's pay 
stopped (the employee is temporarily struck off strength). Notify the employee, either by phone 
or personal email if available, that pay will be stopped. Keep a record of this action either 
electronically or in the employee's file. 


Role 43 keyer responsibilities 


+ Provide advice and guidance to management on leave management. 


000017 


2021-03-09 


Requesting, recording and authorizing leave 


Provide functional direction to management on the application of collective agreement leave 
provisions and TBS Policies and Directives. 


Establish and maintain a monitoring program, which includes monitoring the process for leave 
requesting, recording, and authorizing leave. 


Report issues to relevant Branch Vice-Presidents for corrective action. 


Monitor, on a risk basis, leave usage and leave transactions. 


Procedures 


Anticipated leave 


Employees will send an email to their manager requesting leave in advance of taking the leave 
and wait for confirmation before recording the leave request in the ESS or completing paper 
BSF 509, where applicable. 


Management will verify the employee's leave balances in the MSS and against the provisions of 
the collective agreement and/or the TBS and CBSA Policies and Directives. 


Management will confirm, against the Delegations of Authority, that it has the authority to 
approve the leave request. In instances when a manager does not have the authority, the 
request will be forwarded to the delegated authority with a recommendation to approve or 
deny. 


The delegated authority will confirm, by way of written response to the employee's work email, 
whether the leave request is pre-approved or denied. In instances when the request is denied, 
management will advise the employee in writing of the reason why the request has been 
denied. 


The manager will keep a record of the request and response either electronically or in the 
employee's file. 


If the leave is approved, employees will record their leave in ESS and release it to management 
for authorization prior to taking the ieave; where applicable, employees will fill out a BSF 509. 


Managers will consult MSS as applicable, at least once per week for pending leave approvals, 
review the requests to ensure valid leave codes and hours, and authorize all leave transactions 
per agreements with staff prior to the leave commencing. 


Managers will complete their portion of the BSF 509 within 1 week of having received it from an 
employee, review it for validity of leave codes and hours, and submit the signed form to the 
Role 43 Keyers within the same timeframe. 


. For Leave with Income Averaging Requests, employees will send their request to the manager 


at least five (5) weeks in advance of the leave commencing. Management will approve the 
request within one (1) week of the request being submitted. Management will then forward the 
approved request to Regional Compensation for processing at least four (4) weeks in advance 
of the leave commencing. 


Unanticipated leave 


Employees will advise their managers either by phone or by email that they will be away from 
work and provide an expected return to work date. 


. Management will verify the employee's leave balances in the MSS and against the provisions of 


the collective agreement and/or the TBS Policies and Directives. 


Management will confirm, against the Delegations of Authority, that it has the authority to 
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Requesting, recording and authorizing leave Pace ao o TTA 


10, 


11, 


request will be forwarded to the delegated authority with a recommendation Cp: pe 
deny. alld 


Managers will acknowledge the phone message/discussion/email in writing via email to the 
employee's work account (with a copy to the home account if the notice was provided in that 
fashion) and will outline the expected return to work date and any expectations which were 
discussed with the employee. Management will confirm, in writing, what type of leave will be 
approved for the absence. 


Managers will keep a record of this notice either electronically or in the employee's file. 
As applicable, Managers will keep notes from medical professionals on the Compensation file. 


Employees will record their absence in the ESS or complete a BSF 509, as applicable, no later 
than three (3) business days after they are back at work and release it for authorization by the 
manager. 


Managers will authorize leave via the MSS portal, or by signing the BSF 509, within three 
(3) business days of the employee's return to work. 


work, the manager will remind the employee to do so before close of business on the day the 
reminder is issued. 


employee may be granted leave without pay for the portion of leave not covered by paid leave 
credits. 


a. Managers are expected to consult their Labour Relations Advisor to discuss appropriate 
leave without pay entitlements for the employee. 


b. Once the employee is away from work for six (6) business days without pay, 


employee's pay stopped. 


c. The manager is to also contact the employee by phone or personal email if available to 
advise that pay will be stopped. The manager will keep a record of this action either 
electronically or in the employee's file. 


Authorities and references 


wef WW N ë e 


Collectives Agreements 
TBS Directive on Leave and Special Working Arrangements 
TBS Policy on Terms and Conditions of Employment 


TBS Directive on Terms and Conditions of Employment 


Employees 


6. TBS Terms and Conditions of Employment for Students 


CBSA Delegation of Authority - Schedules 1 (Delegated Levels) and 2H (Delegated authority for 
operational matters such as hours of work, overtime, leave, etc.) 


Date modified: 2018-10-22 
Reviewed: 2020-06-16 
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Sick Leave Without Pay Page 1 of 3 I 


Sick leave without pay is provided for in the Treasury Board Secretariat's (TBS) Oreciiyvye on Leave 
and Special Working Arrangements, in conjunction with collective agreement provisions on leave 


without pay. 


Human Resources Delegation 


Degree of 
Discretion 


Action 


Grant over one year but less than two years of Discretionary 
sick leave without pay : 


Delegation of Human Resources Authorities: CBSA Schecule 2H 
Collective Agreements 


General 


Leave without pay may be granted to employees who have exhausted their sick leave credits or injury- 
on-duty leave. For administrative purposes, such leave is referred to as sick leave without pay 
(SLWOP) and is to be coded in the leave system as such. In all cases of absences due to prolonged 
illness or injury, Managers must request that this leave be certified, that the employee's file is well 
documented and that Compensation is advised of ail changes to leave reporting. 


The duration of leave without pay will vary depending on the employee's circumstances, and should 
provide for any time required to assess accommodation requests or allow the employee to make the 
necessary steps to sever employment, if applicable. Managers should consult their Labour Relations 
(LR) Advisor with any questions in this regard. 
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When considering granting sick leave without pay, managers must determine that the employee has 
exhausted all sick leave credits or injury-on-duty leave, establish that the employee will be returning to 
work within the foreseeable future, generally within two years from the time of initial illness or injury, 
and consider whether a return-to-work plan should be developed. 


. Once a manager is satisfied that that the illness or injury will result in a prolonged absence, he 
or she must monitor the employee's absence in order to ensure that leave is coded 
appropriately. 

+ Where possible, in cases where employees have insufficient sick leave with pay credits for the 
anticipated duration of the absence, managers are to advise employees of this situation and 
determine the best course of action: an advance of sick leave credits, SLWOP, or a combination 
thereof, and confirm in writing the agreed upon course of action. 

+ If a manager is unable to reach an employee who has insufficient sick leave with pay credits, 
managers are to advise Compensation within six days of existing leave credits being exhausted 
that the absent employee is to be put SLWOP; this will ensure that the employee does not find 
him or herself in an overpayment situation, which will have to be managed when the employee 
is back at work. An Author zaton of Leave without Pay form must be prepared and 
submitted to compensation. 

« In all circumstances, the manager is to notify the employee that he or she will be put on 
SLWOP. 

e The manager is to remain in contact with the employee and regularly review the situation. 

+ In cases of prolonged absences or when resignation or medical retirement could be a viable 
option, managers are to consult their LR Advisor and develop a plan of action. 


+ Managers can refer to the Standard Operational Procedure for Requesting, Recording and 
Authorizing Leave for additional information. 

e Leave without pay can have impacts on an employee's pension, insurance coverage, leave 
entitlements, etc. Delegated authorities should invite employees to discuss this with their 
P ACV sor, on revi lew ues Works and Government Services Canada's Leave 


Criteria for Granting SLWOP 


As with sick leave with pay, in order to grant SLWOP: 


or injury, nich: in cases of extended illness, ait be ne Lo. a Faecal ete 
+ Employees must have exhausted sick leave credits and/or injury-on-duty leave. 


Requesting a Medical Certificate 


An acceptable medical certificate is a letter or note from the employee's medical practitioner. It must, 
at a minimum, certify the extent to which the employee is unfit for work and the duration of the 
absence. Where applicable, it should establish any functional limitations the employee has that the 
employer must respect. 


When an employee requests sick leave, a manager may ask that the employee submit a medical 
certificate from a certified medical practitioner. The most common reasons to request a medical 
certificate are: 


+ The sick leave requested is for an extended period of time (in excess of 5 consecutive days). 

. The manager has concerns over the amount of sick leave previously used or has observed an 
existing pattern of sick leave usage (e.g. the majority of sick leave is taken on a recurring day 
of the week), 

e The manager has reason to believe that sick leave was not used for its intended purpose. 
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If an employee is required to submit a medical certificate, any costs incurred by the hyp 4 m hd 
obtaining the certificate will not be reimbursed by the CBSA. Managers can consult ti cR A-A AW 
more information. 


If a medical certificate is required for one absence only, the employee should be informed prior to 
returning from the absence that a medical certificate is required to approve the sick leave request. In 
cases of repeated absences for a recurring illness or injury, a manager can choose to continue to grant 
sick leave only when each absence is certified by the employee's medical practitioner; such being the 
case, the manager must inform the employee in writing that until further notice, sick leave requests 
will not be granted without a medical certificate. 


Managing the Duration of SLWOP 


« Any absence for which a manager has granted SLWOP is to be regularly reviewed with the 
employee in anticipation of his or her return to work. 

e Ongoing re-examination ensures that appropriate communication and supports are in place and 
that the continuation of leave without pay is warranted. 

+ Generally, such leave without pay situations are to be resolved within two years of the leave 
commencement date. 

. If, with time, both the employee and manager consider that a return to work is not feasible, 
resignation or medical retirement may be considered. Managers are to consult LR in these 
circumstances. 


Termination of SLWOP 
All sick leave without pay will be terminated by the employee's: 


e Return to work; 

e Resignation or retirement on medical grounds; 

+ Cessation of employment pursuant to section 42 of the Public Service Employment Act; or 

+ Termination for reasons other than breaches of discipline pursuant to the Financial 
Administration Act. 


Monitoring 


Managers are expected to monitor employees’ usage of sick leave without pay to ensure that it is 
granted only in accordance with the applicable Terms and Conditions of Employment. In the case of 
sick leave without pay managers are expected to maintain ongoing communication with employees to 
effectively re-integrate them once they are fit to return to work or resolve these situations within two 
years. 


The Human Resources Branch will be monitoring leave transactions at the Agency level to determine 
leave usage impacts on the organization. 


Date modified: 2014-05-13 
Reviewed: 2019-11-14 
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From: Desmarais, Robin 

Sent: Tuesday, December 8, 2020 3:34 PM 
To: Maier, Kent 

Ce: Smith, Janis: Gualtieri, Francesca 
Subject: FW: Breaks in LWOP periods 


Thanks so much for the clarification! 


in terms of your request for guidance as to whether the request below should be granted, 
LARPS response is as Tollows: 


scenario: An FEB employee has been on a three month period of leave without pay for 


Care of Family that will end on in ine employee submitted 
subsequent requests for a day of paid leave 10 DE loi by a second, three monih 
period of the same LWOP Althoug! the request was initially approved, as the intention 4 
the day of paid leave was to circumvent the double A s ven that ine LWOP wil 
be in excess of three months}, Management contacted the empl oyee and advised that “a e 
request would be denied on that basis. 


in being acvised thal a period of leave could not be used to break two (2) periods of 
LOP in order io avoid contributions at the double rate, he employee then requested to 
actually return to work for one day and then proceed on the requested LWOP 


Based on our discussion, . ue Pere is nrang a se Mr eh A 
the LWOP for Care of Fami 
below for the relevant iho of the Ne scene At this is ti ime ie eed ing 
issue is whether the employee should be permitted to work for one (1) day in order to 
break the two periods and avoid the double deductions. 


rrom an LR perspective 


s Periods of leave without pay (LAVOP) should be approved in accordance wiih: 


ro 


Ko 


e When commencing an autnorized period of leave without pay, an employee can 
elect to count the period of leave as pensionable service provided the employee 
pays the required contributions as follows (see table below): 


© Contributions at the single rate (employee contribution only) when the LWOP 
is for a period of less than three months. 


o Contributions at the double rate (both ine employee and employer 
ontributions) when the LWOP is for periods of more than three months. 


» When an employee requests to “break” two (2 2) p eriods of LWOP each request 
must be considered on a case-by-case basis and it musi be determined that the 
return to work is reasonable. 


fo accomplish this, managers need to: 


o Validate that the employee has just finished one period of LWOP and 
contom that there is a clear and immediate intention lo commence an 
additional period of LWOP; 
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o Confirm that the request for leave and/or to return to work is for a brief 
period prior to cammencing the second or subsequent period of LWOP; 
and 


o Confirm tne rationale for returning to work for a brief period (Le. whether if is 
for the sole purpose of avoiding the contributions at the double rate): 


+ Based on Agency decision and best practice, employees should not be re-laken on 
strength for a brief period where it has been determined that the purpose of 
doing so is to avoid contributions at the double rate. 


s Thalis, when the intention to return io work is to simply “break” two (2) periods 
LYVOP to avoid contributions at the double rate, employees who are a ready on 
LWOP should not be re-laken on strength for a brief and/or unreasonable 
timeframe (e.g. for one (1) compensated day) when there is a clear and 
immeciate Re to be once again authorized for a subsequent period of LWOP: 


With respect to the request jor LWOF for Care of the Immediate Family, provided tne 
conditions of the leave have been satisfied, a request to extend the period of this LWOP 


may be authorized. 


i hope this helps! in the meantime, please let me know if you have any questions and/or if 
you would like any additional information. 


Robin 


FB Collective Agreement: Article 41: leave without pay for the care of family 

41.01 Both parties recognize the importance of access to leave for the purpose of the care of 
family. 

41.02 An employee shall be granted leave without pay for the care of family in accordance with 
the following conditions: 


1. an employee shall notify the Employer in writing as far in advance as possible but not 
less than four (4) weeks in advance of the commencement date of such leave unless, 
because of urgent or unforeseeable circumstances, such notice cannot be given; 

2. leave granted under this article shall be for a minimum period of three (3) weeks; 

3. the total leave granted under this article shall not exceed five (5) years during an 
employee's total period of employment in the public service; 

4, leave granted for a period of one (1) year or less shall be scheduled in a manner which 
ensures continued service delivery. 

5. Compassionate care leave 

1. Notwithstanding the definition of “family” found in clause 2.01 and notwithstanding 
paragraphs 41.02(b) and (d) above, an employee who provides the Employer with 
proof that he or she is in receipt of or awaiting Employment Insurance (El) 
Compassionate Care Benefits may be granted leave for periods of less than three 
weeks while in eo of or r awaling these penents. 


e (Œ) Compassionate € Care Benefits. 
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3. When notified, an employee who was awaiting benefits must provide the Employer | 
with proof that the request for Employment Insurance (El) Compassionate Care | 
Benefits has been accepied. 

4. When an employee is notified that their request for Employment Insurance (El) 
Compassionate Care Benefits has been denied, subparagraphs (i) and (li) above 
cease to apply. 

41.03 An employee who has proceeded on leave without pay may change his or her return-to- 
work date if such change does not result in additional costs to the Employer. 

41.04 All leave granted under Leave Without Pay for the Long-Term Care of a Parent or Leave 
Without Pay for the Care and Nurturing of Pre-School Age Children provisions of previous 
Program and Administrative Services collective agreements or other agreements will not count 
towards the calculation of the maximum amount of time allowed for care of family during an 
employee's total period of employment in the public service. 


SR RS RS 


During a leave without pay, you can opt to count the period of leave as pensionable service, as 
long as vou make the required contributions and the leave is approved. 

Generally, contributions for periods of leave without pay are deducted from your salary when | 
you return to work. Such contributions are deducted in equal installments, over a period equal to | 
twice the period of your absence. You may also choose to pay the whole amount in a lump sum | 
within 30 days of the date of your return to work. 

However, if you are on extended leave to serve on loan with another employer or an 

international organization, you must pay your contributions in advance—annually, semi-annually 

or quarterly—to the Pension Centre. If your leave falls into any of these categories, consult the 


three months and at either the single rate or the double rate (both the employee and 
employer-matching contributions) for the balance of the leave, depending on the type of leave. 


case the non-contributory service will not be credited to you either for eligibility or pension 
calculation purposes. 

An election not to contribute for leave without pay can only be made during the period beginning 
three months after the leave begins and ending three months following return to work. If you 
elect not to contribute, you may elect to buy back that service later, but the cost will differ. 


From: Maier, Kent <KENT. MAIER @cbsa-asfc.gc.ca> 
Sent: December 8, 2020 1:01 PM 
To: Desmarais, Robin <Robin.Desmarais@cbsa-asfc.gc.ca> 


Hi Robin, 


in speaking with the LR Advisor, Management had already advised the ernployee that he cannot 
break two periods of AWOP with one day of A/L, which was the original request. The employee 
subsequently came back and said that he will return to the workplace instead. We already know 
that this is in relation to avoid double pension contributions. Although this has not explicitly been 
articulated, it would be the reason. There is no other emall communication to share, as 
conversations have been verbal with the employee. 


The LWOP and one day of A/L had technically already approved by management in Novernber. 


E E 


to take between the periods of A/L. We told management that there is no number of days and 


that if the employee is requesting paid leave solely for the purposes of avoiding double pension 
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contributions, this should not be approved. This has now all led to the employee wanting to 
return to the workplace for one day. 


| hope this clarifies. 
Kent Maier 


Team Lead, Labour Relations, West Portfolio 

Labour Relations Operations, Labour Relations and Compensation Directorate 
Human Resources Branch, Canada Border Services Agency / Government of Canada 
kent. maier@cbsa-asfc.gc.ca / Tel: 604-775-6772 / TTY: 1-866-335-3237 


Chef d'équipe en relations de travail, Portefeuille de l'ouest 

Relations de travail — Opérations, Relations de travail et rémunération 

Direction générale des ressources humaines, Agence des services frontaliers du Canada / 
Gouvernement du Canada 

kent.maier@cbsa-asfc.gc.ca / Tél. : 604-775-6772 / ATS : 1-866-335-3237 


From: Desmarais, Robin <Robin Desmarais @chsa-asfe ge. ca> 
Sent: December 8, 2020 6:06 AM 

To: Maier, Kent <KENT MAIER @cosa-asic.ge.ca> 

Subject: RE: Breaks in LWOP periods 


Good Morning Keni, 
So sorry for ine delay in getting back to you. | have been speaking with Francesca about 
this scenario as we are working on a response. 


is it possible to get ine employees request anc managements response to the request 
(Im thinking it might have been by email)? We are looking to confirm the és 
rationale for he break in LWOP Ge. why they want to break the LWOP - did they 
specifically say to break the period of LWOP) and cid management refer to that ner in 
their response. 


Also, is it fair to assume that the decision regarding the request to break the leave by 
returning to work has stil not been answered? 


if you could send that to me as soon as possible | would appreciate i. 


Thanks, 

Robin 

From: Desmarais, Robin 

Sent: December 4, 2020 10:28 AM 

To: Maier, Kent <KENT. MAIER @cbsa-asic.ec.ca> 


SaaS aaa P ODI IIIA III IRIS IIIUEAINSIPIIIIIIPIDIPOIUIIIIII LLL IISISIILIPINSIDIISIDIVIDIASIDIVIPIIOIIIIIII: Dg hi PEIITIVIPIIIIODE: 


Subject: RE: Breaks in LWOP periods 


[have à call at 14, but if vou are free now could you give me a call at (289) 547-5265. 


From: Maier, Kent <KENT MAIER @ cose-asic ec.ca> 

Sent: December 4, 2020 10:25 AM 

To: Desmarais, Robin <Robin Desmarais@cpsa-asic.ec.ca> 
Subject: Re: Breaks in LWOP periods 


Hi Robin, 
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Sure I’m available now for the next 1.5 hours or later. When works for you? 

Kent 

Sent from my iPhone 
On Dec 4, 2020, at 6:44 AM, Desmarais, Robin <Robin. Desmarais@cbsa-asic.ec.ca> 
wrote: 
Good Morning Kent, 

i hope you are keeping well! 

Francesca asked me to look into your scenario and | was wondering If you might 
nave a few minutes for a quick chat, just so that | can be sure | am understanding the 
scenario correctly. 


| have a couple of calls this morning but would have time this afternoon if you have 
some time? 


Thanks, 
Boon 


From: Maier, Kent <KEN TV AER @cosa-asic. ge.ca> 
Sent: December 3, 2020 5:05 PM 
To: Gualtieri, Francesca <Francesca Gualtierl@cbsa-asic.ec.ca>; Smith, Janis 


Hi Francesca, 
information below. Thanks! 
Kent Maier 


Team Lead, Labour Relations, West Portfolio 
Labour Relations Operations, Labour Relations and Compensation Directorate 
Human Resources Branch, Canada Border Services ares Government of Canada 


Chef d'équipe en relations de travail, Portefeuille de l'ouest 

Relations de travail — Opérations, Relations de travail et rémunération 
Direction générale des ressources humaines, Agence des services frontaliers du 
Canada / Gouvernement du Canada 

kent.maier@cbsa-asfc.gc.ca / Tél. : 604-775-6772 / ATS : 1-866-335-3237 


From: Gualtieri, Francesca <Francesca Gualheri@cbsa-asic.gc.ca> 
Sent: December 3, 2020 1:40 PM 


To: Smith, Janis <Janis Smitn@icosa-asic.gec.ca> 
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Cc: Maier, Kent <KEN MALE R@chsa-aste, sila CBSA 


ASFC_LRCD_Interpretation_DRTR <iKC5 


moe ae iii PERS NE iretation PRIN PARA S Be LS NSn 


Subject: Breaks in LWOP periods i t—~—tS 


Hi Janis, 


Can you please provide more information in terms of your specific case, such 
as the: 
e Employee's group; FE 
+ Employee's employment status (e.g. indeterminate); indeterminate 
e Types LWOPs being requests; cs Care of Family LWOP 
e Duration of each period of LWOP. inital period: 
next period sn 


The type of LWOP needs to be administered and approved in accordance 
with the respective collective agreement provision. 


Thanks, 


A/Manager, Labour Relations Program, Human Resources Branch 
Canada Border Services Agency / Government of Canada 
francesca, gualtieri(@chsa-asfc.ge.ca / Tel: 343-998-1752 


cs, 


nan ines 
eee des services frontaliers du Canada / Gouvernement du Canada 
francesca, gualtieri@cbsa-asic.ge.ca / Tel. : 343-998-1752 


From: Smith, Janis <Janis. Smith @cosa-asic.ec.ca> 

Sent: December 3, 2020 4:28 PM 

To: aer eee interpretaton DRTR@chsa- 
Ce: Ce: Gualtieri, Francesca <Erai ncesca Gualleri@icosa-asic. ac.ca>; Maier, Kent 
<KENTMALER@cbsa-astc.ec¢.ca> 

Subject: RE: Breaks in LWOP periods 


Hello, 
im seeking your advice on a case involving breaks in LWOP periods: 


An employee requested 1-day leave between two periods of LWOP which has been 
denied by management. The employee has now indicated they will come into the 

workplace in order to have a break in the LWOP Should management be allowing 
the employee to return to the workplace for each of these scenarios: 


Employee physically returns to work for 1-day between 2 periods of LWOP 
- Employee physically returns to work for 1-2 weeks between 2 periods of LWOP 


Does the interpretation from TBS address this situation? This is a active scenario so 
we would appreciate any information as soon as possible. 


hie ie 


eee n Act 


ur l'Accès à l'inform 
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Also, do you have any additional information on when the nationa À is nes will be 
ready? Do they include information for managers and employees 


Thanks, 
Janis Smith 


Assistant Director, Workplace issues Management - West Portfolio 
Human ie rces Branch, Canada Border Services Agency / Government of Canada 
Janis. Smith@chsa-asfe ec ca / Cell: L2/TTY: 866-335-3237 


Directrice Adiointe, Gestion des enjeux en milieu de travail — Portefeuille de ouest 

Direction générale des ressources RER Agence des services frontaliers du 
Canada ei ment du Canada 

Janis. ami ysa-astc.ec.ca / Céllulaire: i ATS: 866-335-3237 


cee: 


ARSE 


a veer 19, 2020 10:53 AM 
To: Brant, Kevin <Kevin. Brant@cosa-asic.ec.ca>; Smith, Janis <janis Smith@cosa- 


Fe RE: Beeaket in a LWOP pods. 
Hi Janis and Kevi 


LAP is not in the habit of sharing its TBS exchanges with others. 


LRP will be sending out national guidelines on this issue. 


Tel 343-572-4002 


From: Brant, Kevin <Kevin Brant@chsa-asic.ec.ca> 
Sent: November 18, 2020 10: ic AM 
To: Smith, Janis <janis Smiin@cosa-asic.gc.ca> 


Cc: CBSA-ASFC_LRCD_ Interpretation _DRTR <L&cp 
asic. EC CA> 


aaia Ly? Aaaa: 


ca RE: Breaks in LWOP periods 


Good Morning, 


Sorry, when | assisted GTA with this, | had consulted with LRP and was informed that 
the position nad been validated wit th TBS. | did not receive a copy of their exchange 
with TBS. This will have to come from LRP. 


KE 


rmal 
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From: Smith, Janis <Janis. Smitn@cosa-asic.ec.ca> 
Sent: November 18, 2020 8:49 AM 
To: Brant Kevin <Keyvir Bi ECUN E ro EC.CA>; CBSA- 


Hello, 


Further to my email below. Do you have the TBS interpretation we received on this 
issue? 


That would be helpful to have for our file. 


Thanks, 
janis 


From: Smith, Janis 

Sent: October 8, 2020 9:51 AM 

To: Brant, Kevin <Kevin Srant@chsa-asic.ec.ca>; CBSA- 
ASFC_LRCD_Interpretation_DRTR <iRCD interpretation ORT R@cpse-asic.ec.ca> 


rer ere sets ERA A A AL RQ 2 A Fat pe Ac 


Subject: Breaks in LWOP periods 
Good Morning, 


Within the LR Ops teams, the issue of employees requesting paid leave between 2 
periods of LWOP came up. We realized that in Pac. and Prairie we were not in line 
with the practice of the other regions and TBS. Therefore, we're looking to send out 
message to Directors to clarify the position on the way forward. We will also be 
briefing regional CIU on the change. 


Below is the message that we've drafted to send to regional management and I am 
looking for your feedback and comments. 


Kevin — you may remember this issue coming up in GTA as | know you helped them 
with it. 


it would be appreciated if you could provide any comments by EOD Friday October 


Thanks, 
Janis 


Hello Directors, 


in some regions it has been normal practice to allow employee’s to split two periods 
of leave without pay (LWOP) with a day of paid leave. These requests are often 
made with no intention to return to work and in order to minimize the financial 
implications of an extended period of LWOP by circumventing the double 
contributions and benefit deficiencies. This was recently raised by and subsequently 
discussed nationally within Labour Relations to develop a consistent approach for 
these types of requests moving forward. 


CBSA - Released u oe oe mation 
ASFC - Divu eA vertu de la ae ur l'Accès à l'information 


000030 


it has been determined that, while each request should be considered on it’s own 
merits, if the intent behind the single and/or minimal paid leave request is solely to 
avoid financial implications, then it is not within the spirit of the collective agreement 


applied nationally. 
For greater clarity, below are examples of requests that should not be approved: 


Example 1: 


ath grd 


o Employee requests LWOP for Care of Family from June 
ath 


to September 
o Employee requests vacation leave on September 
o Employee requests LWOP for Care of Family from September 5" to December 
ath 
if the vacation leave requested is to ensure their LWOP does not span over 3 
months which would result in the employee avoiding potential financial 
implications as it relates to their pension and benefits, the vacation leave request 
should be denied. 


Example 2: 

o Employee is on 1 year maternity leave/parental leave which expires October 
gth 

o Employee requests vacation leave on October 7e 

o Employee requests LWOP for Care of Family for 6 months starting October gth 

if the vacation leave requested is to minimize the financial impacts the extended 


Should you have any questions or wish to discuss further, please contact your LR 
advisor. 
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in additio ion to the attached, the relevant collective agreements also provide information related 
to this request. TI rey can be accessed at TBS Collective agreements for the Public 


service: https://www.tbs-sct.gqc.ca/agreements-conventions/index-eng.aspx. The table below 
lists the collective agreements 


s that are applicable within the CBSA. 


| Collective 
| Agreement: 
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Français 


Erd Government of 


Search 


. Benefits 

e Health 

. Environment and natural resources 
e National security and defence 


e Transport and infrastructure 
e Canada and the world 
Money and finances 


e Science and innovation 


Canada.ca 
Public service and militar 


Pay, pension and benefits 
Public service pension plan 

Public service pension plan information 
Public service pensionable service 


Leave without pay information package 


Changes were made to the public service pension plan effective January 1, 2013. For more 
information on the changes to the pension pian, visit the Information concerning changes 
to the public sector pension plans page of the Treasury Board of Canada Secretariat 

website or contact the Government of Canada Pension Centre. 


We appreciate your patience while we gradually update ail of our videos, publications and 
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websites to reflect these changes. 


This package provides you with important information needed when considering taking a leave of 
absence from the federal public service and explains the pension implications of taking a period of 
„eave without pay (LWOP) and the processes involved. 


ARR AN PRATER TAN PR A 


WOP may be ava abie to you, you eau review your collective een ue contact your 
Juman Resources office. You may also find a list of the various types of LWOP under Types of 
eave without pay and contribution rates at the end of this document. If you wish to proceed on 
-WOP, you should then discuss the approval process with your manager. In addition, we suggest 
‘hat you notify your compensation advisor of your intention of leaving, in advance of proceeding 
on LWOP, to avoid any overpayment situations. To update your LWOP records, you should also 


-ontact your compensation advisor if you are on LWOP and are then approved for a new type of 
WOP. 


nformation regarding the impact LWOP has on your pay, benefits and group insurances can be 
>btained from your compensation advisor. 


-ontact the Pension Centre for any information regarding the effect LWOP has on your pension 
and your Supplementary Death Benefit (SDB) plan. 


Things to consider when taking a period of leave without 


iin 


r ee ave off 
On loan leave without pa 


e Types of leave without pay and contribution rates 
e Required documents 


The administrative process 
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Once you have decided that you wish to proceed on LWOP, you must seek approval from your 
manager. Your compensation advisor must then be notified that you will be leaving. It is 
preferable to inform your compensation advisor in advance to avoid overpayment situations. 
Once you have reviewed the information in this package and decide to take a leave of absence, 


hast on your pension and pe mr Death Benefit 


e Required documents 


inane Lwop, ie you to maintain the fuil value of your pension. Certain Does of f LWOP, 
however, cannot be considered pensionable such as suspension, strike, seasonal layoff and 
unauthorized leave of absences. 


ne a en of | leave ae pay section in ae Tee 


If you have not already reached the pensionable LWOP limit, the first three months of any 
employer-approved LWOP is pensionable, meaning that the period of service counts in the 
calculation of your public service pension. After the first three months, you have the option to 
count or not to count your LWOP period as pensionable. 


If vee do not agi an aan not to count n LWOP on the dao time, oie are deemed 


Perr reer rc RCrrerorr eters? 


service. You will therefore o owe > pension contributions for y your entire sperod of FLWOP. 


Since you also remain covered under the SDB plan during your period of LWOP, SDB contributions 
are owed for the entire period. 


Pension and SDB contributions owing for a period of LWOP are based on deemed salaries and 
pensionable allowances (salaries and allowances you would have received had you not been on 
LWOP). These include pay revisions (including retroactive revisions) and pay increments that may 


become due after the commencement of your LWOP. 


Choosing not to count your leave without pay as pensionable service 


AS Rates apOve: the first three months of eae LWOP eee are ocean counted as 


Without Pay as Pensionable Service (PWGSC- C-TPSGC 2480 form. You haves to forward the 
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completed form to the Pension Centre no later than three months following your return to work 
(in the case of rehabilitation leave, no later than three months after returning to your regular 
scheduled hours of work). Once your election has been made, your LWOP in excess of the first 
three months will not be counted as pensionable service and accordingly, you will not be 
required to pay pension contributions for the period of LWOP other than for the first 

three months, However, since you remain covered under the Supplementary Death Benefit (SDB) 
plan during your period of LWOP, SDB contributions are owed for the entire period of LWOP. 


It should be noted that an option not to count LWOP as pensionable service cannot be made 


after an employee has terminated employment. The option has to be made while the employee 
is still actively at work or on LWOP. 


Cet IRNARIUIALIEUEUIS 


As well, the option not to count can only be made for the full period of LWOP in excess of the first 
three months. You cannot choose to count only a portion of the period of LWOP i in excess of the 


first three months as pensionable service and the remaining balance as non- pensionable service. 


Please inform your compensation advisor if you are actively employed in the public service while 
you are on oe This i is referred to as a dual amp oyment situation ee iS, ‘id are ys ina 
are in this situat ion, at ife end of ¢ every — ‘sain abit have hes ONN not to count ee 
LWOF in excess of mE first tee months as dns service GE iia aol the Paon not to 


Dual em Apres fey iment Ha - on sage: 


at the éd of ee term soci on: Refer to 5 the 
without pay section. 


Remember, if you do not exercise your option within three months following your return to work, 
you will be deemed to have chosen to count the period in excess of the first three months as 
pensionable service and contributions will be required for your entire period of LWOP. 


An election not to count a LWOP period is irrevocable. You cannot later count that period of 
service unless you sign a Service buyback form (PWGSC-TPSGC 3006) (This site is only accessible to 
federal government employees, and only to federal departments and agencies) to count the 
service as pensionable under the public service pension plan. Contributions, however, would be 
based on your salary at the date of signing the service buyback form and a medical examination 
would need to be undergone and passed. This option would be more costly since interest is 
charged on service buybacks. More information is available in the Service buyback package or 
from the Pension Centre. 


SERRE PEPR Er PE ERAT ES ALAS CR RSR 


Payment options for pensionable leave without pay contributions 


Generally, you are not required to pay your LWOP pension contributions and SDB contributions 

prior to, or during your period of leave. However, payments will be required upon your return to 
work. At that time, you will receive a letter from the Pension Centre outlining the amount owing 

and the deadline by which contributions have to be paid. The following payment options are 


available to you: 
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Lump sum payment: (within 30 days of return to work) 

e By personal cheque, postal or bank money order payable to the Receiver General for 
Canada. Send your payment, together with a | 
(This site is only accessible to federal government FET EPO ane rer to federal 
departments and agencies), to the address indicated on the transmittal form. 

Note 1: When sending a lump sum payment you must provide details on the payment by 
stating if it is for SDB contributions, provincial sales tax on SDB contributions for Quebec and 


A ee 


Ontario residents, pension contributions or a service buyback payment. 


Note 2: The receipt issued from the Pension Centre will be your tax receipt. Include it with 
your tax return to claim the deduction of pension contributions to a registered pension plan. 
Please note that SDB contributions are not tax deductibie. 


+ 


By direct transfer of funds from your RRSP to the public service pension plan; using the 
Canada Revenue Agency Direct Transfer under subsection 146.3(14.1) or paragrap | 
a) or 146.3(2}(e) (T2033) form. Send your completed T2033, together with a ‘Payment 
Transmittal Form’ (PWGSC-TPSGC 570), to the address indicated on the transmittal form. 
Note 1: The direct transfer of funds option is for pension deficiencies only as SDB 
deficiencies and pension contributions owing to the Retirement compensation 
arrangements (RCA) account cannot be paid by transferring RRSP's. 


Salary or pension deductions: 
. se QUO lu etn RS or Hs over a ne T to twice p n of the 


recovery a die a nr fer sales or part of fe balance a dencienciés owing. 

Note 1: Once your deductions have started, if you make a lump sum payment for part or ail 
of the deficiencies owing, you would be advised in writing of any changes to your payment 
plan. 


If you wish, you may pay your LWOP pension and SDB contributions during your period of LWOP. 


PROMOTER a cera mi 


Contact the Pension Centre for more informatio 


These options are not applicable for on loan leave without pay as pension and SDB deficiencies 
must be peste in advance. For on 1 loan a situations, an estimate of the contributions owing as 


Tax implications surrounding a period of leave without pay 


Income tax limit 


RÉ i 


as pensi o: service sander a Be Pension Plan. The maximum 1 LWOP pen is 
five cumulative years of LWOP (excluding certain types of LWOP), plus up to three years of child 
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care leave, for a total of eight years of LWOP. The child care leave is limited to a maximum of 
one year per child which must be taken within one year of the date of birth or adoption of each 
child. Exceptions to these limits include periods of LWOP due to illness and leave where the 
member is “on loan". For part-time employees, the period of part-time LWOP must be converted 
toa oy -time equivalent LWOP period when calculating the maximum period of pensionable 


ECESSTE ES TS TC CETTE TEE 


RCE nave reached the income tax Actimit, ye may still on on anh NOWENES a 


APRA R Coe e beg cee DRE 


Pit sre ore erin 2 


suites thé DR on LWOP limit. AS indi cated crier in this ne SDB bons. are 
always required for the full period of LWOP since you remain covered under the SDB plan. The 
Pension Centre will notify plan members in writing when they reach the /ncome Tax Act limit. 


Pension adjustment 


A pension adjustment is a plan member's total pension credits, that is, the value of the plan 
member's pension for a given year, and is used by the Canada Revenue Agency (CRA) to 
determine the amount that you can deposit tax free to a Registered Retirement Savings Plan 
(RRSP) each year. The pension adjustment reduces the maximum amount that an individual can 
deduct for (RRSP) contributions for the next year. The annual Notice of Assessment issued by CRA 
indicates your available RRSP room for the year. 


A pension adjustment is calculated and reported to CRA for all pensionable LWOP periods. 
Depending on when you make your choice not to count your period of LWOP beyond the first 
three months as pensionable service, a pension adjustment may be reported for your non- 
pensionable LWOP periods. It is therefore important that, if you intend not to count your LWOP, 
you sign your option not to count your LWOP at the time you proceed on LWOP to avoid any 


pension adjustments being reported for that service. CRA does not allow the reversal or 
amendment of any pension adjustment reported ina LWOP situation. 


A pee) a wil not eS packer to = for nee A sachin that occur after the plan 


Seasonal layoff 


Please note that a period of seasonal layoff is considered a non-pensionable period of LWOP and 
as such does not count in the calculation of your pension. Therefore, no pension contributions are 
— tor a os of on sta NE since do remain covered unae o SDB Pan 


A BAR RER RARE Oaa 


ne fi the full ag ie: your ave snd will be eers ina ina sum upon return to dey. 
On loan leave without pay 


MAS for the ean of he e in the au service to ie puke de pren Generally 
members who proceed on LWOP for on loan purposes will be required to pay pension and SDE 
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contributions in advance. If, however, you are obligated to contribute to the outside employer's 
pension plan, coordination of contributions will be required between the two pension plans. An 
estimate of the deficiencies owing along with your payment options will be provided to you by the 
Pension Centre. 


Leave with income averaging 


Leave with income averaging allows eligible employees to reduce the number of weeks worked in 
a specific 12-month period by taking leave without pay for a minimum period of 5 weeks up to a 
maximum period of 3 months. The employee's pay is reduced and averaged out over the 12- 
month period to reflect the reduced time at work. 


Since this type of LWOP cannot exceed three months, the full period of leave is pensionable. 
Pension and SDB contributions are deducted on an ongoing basis from your reduced salary. 


Please note that this type of leave is not available in all organizations subject to the public service 
pension plan. 


Pre-retirement transition leave 


Pre-retirement transition leave is a special working arrangement whereby eligible employees who 
are within two years of retirement and who agree to resign/retire effective at the end of the leave 
arrangement, may have their workweek reduced by up to 40 percent. For full-time employees, this 
represents up to two out of five working days. 


Please note that this type of leave Is not available in all organizations subject to the public service 
pension pian. 


To apply for this leave you must submit an application to your manager for approval along with 
proof of your earliest date of retirement with an unreduced pension as indicated on your Pension 
and Insurance Benefits Statement. If required, the Pension Centre can also be contacted. As you 
are nearing retirement when applying for pre-retirement transition leave, you should contact the 
Pension Centre for retirement pension information, if you have not already done so. 


Dual employment—Employment while on leave without pay 


Should you become employed in a term position in the federal public service during your period 
of LWOP, you will be considered to be in a dual employment situation. If this occurs, you should 
notify both your employers as this could affect your benefits. In a dual employment situation, you 
may be required to pay pension and SDB contributions for your term employment while on LWOP 
from et first or substantive Der This is is so, even if you are hired tor a term ere where 


six months orona i ‘nt 


Deductions for payment of pension and SDB deficiencies for periods of LWOP (exclusive of 


CECECEREEREECEES 


periods of dual employment) cannot be recovered until your return to duty or if you are 
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appointed to an indeterminate position. If you are appointed to a new indeterminate position, you 
must notify your employer who has approved your original ns 


made your be each mr of F LWOP i in excess of the first three ants will not de date as 
pensionable service towards your pension. 


If you do not exercise your option within the prescribed time, you will be deemed to have chosen 
to count all periods in excess of the first three months as pensionable service and contributions 
will be required for all periods of LWOP. 


Making service buyback payments while on leave without pay 


Unlike current pension contributions, payments for a service buyback must be made on an 
ongoing basis during a period of LWOP. If you fail to make the monthly service buyback 
payments, those payments will be in default and additional interest will be charged. 


Your monthly payments should be made payable to the Receiver General for Canada. Please send 
your payment, together with a Payment Transmitte m (PWGSC-TPSGC 570), to the Pension 
Centre at the address indicated on the form. 


tax return to is ‘he ete of pension m toa E pension vised Peas 
note that SDB contributions are not tax deductible. 


Note 2: When sending a lump sum payment you must provide details on the payment by stating if 
itis for SDB contributions, provincial sales tax on SDB contributions (Quebec and Ontario 


resi idents), pension contributions or a service buyback payment. 


Types of leave without pay and contribution rates 


The following chart illustrates the pension contribution rates applicable to various types of 
pensionable LWOP. Be aware that some organizations may not offer all types of LWOP. 


Can oe TETE AYAN 


AVANAN PASANEN ASAA KANTAN 


not t be he The pension contribtitions« can either be bts at a pren or double rate. 
Where the rate is single, you will be required to pay your share of contributions only, that is, the 
contributions that you would have paid had you not been on LWOP. Where the rate is double, you 
will have to pay both your share and the employer's share of contributions. 


Contributions for the first three months of LWOP are calculated at single rate. The rate of 


contributions for the period exceeding the first three months is based on the type of LWOP. 


Please note that the rates of contributions for the first three months of LWOP as indicated inthe 
chart below may not apply in certain situations where multiple continuous periods or types of 
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LWOP are taken. 


Table summary The following chart illustrates the pension contribution rates applicable to various 
types of pensionable leave without pay. Be aware that some organizations may not offer ail types 


of leave without pay. 


Type of leave without pay 


Adoption leave (within 52 weeks of adoption) 


Care of immediate family, other than for taking care of a 
child within 52 weeks of birth or adoption 


f immediate family, child only within 52 weeks of 
birth or adoption 


Federal Royal Commission, Board or Agency outside the 
Public Service 

Full-time paid official of union 

Full-time paid official of a credit union 

Illness and disability 

Leave for personal needs (not to exceed three months) 
Leave with income averaging 

LWOP for the Long-Term care of a parent 
Maternity leave 

Off-duty status 

On loan to an International Organization (not to 
advantage of the department) 


yore neta es esse 


advantage of the department (except unions or credit 
unions) 


On loan to a Government of a country other than Canada, 
not at the request of the Government or to the advantage 


of the department 
Other reasons for LWOP (not covered by a code) 
Parental LWOP (within 52 weeks of birth or adoption) 


Parental LWOP (beyond 52 weeks of birth or adoption) 


Rates of contributions 


First 


three months 


Single 
Single 


Single 


Single 


Single 
Single 
single 
Single 
Single 
Single 
Single 
Single 
Single 


Single 


Single 


Single 
Single 
Single 


After first 
three months 
Single 


Double 
Single 
Single 


Double 
Double 
Single 
N/A 
N/A 
Double 
Single 
Double 


Double 
Single 


Double 


Double 
Single 
Double 
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Relocation of spouse Single Double 
Self-funded leave Single Double 


Serving in the Canadian Armed Forces (non-contributor to Single Single 
CFSA) 


Undergoing training or instruction including educational Single Single 
leave 


Unpaid surplus status (12 months) Single Double 


Required documents 


A copy of your child's Birth/Baptismal Certificate or Adoption Certificate should be provided to the 
Pension Centre for the following types of LWOP: 


e Maternity leave 
e Parental leave 
« Adoption leave 


Please contact the Pension Centre if you have any questions regarding the required documents. 


Date modified: 
2020-12-16 


Contact us 
Departments and agencies 
Public service and military 


News 
Treaties, laws and regulations 
Government-wide reporting 


Prime Minister 
How government works 
Open government 


e Terms and conditions 
Privacy 


| Symbol of the Government of 
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esata aoa aoa aoe nn ne entente en aetate taetae aetate taetae otalael oe etala eto ee lao tela elo la teeta lee eee lee oea lee ta lee eeta eee lee oetaaeoetaaeoetateeloetataeletetaleeleetateeleetataeleetateeleetateeleetateteleetetaeleeteoteteleeteteteeleetetetaleeteteteeleetetetaeleetetetaleteteeetatletetetettaleetetetaleetetetatleteleetateleteleeetateleteteetetatetettet 


1. Effective date 
1.1 This directive takes effect on April 1, 2009. 


1.2 It replaces the Leave Without Pay Policy dated December 17, 1981. 


2. Application 


2.1 This directive applies to persons appointed to the core public administration as defined 
in section 11 of the Financial Administration Act unless exciuded through specific acts, 
regulations or Orders in Council. 


3. Context 


3.1 This directive supports the 
providing direction to departments that will ensure the equitable, accurate, consistent, 
transparent and timely administration of leave provisions and special working 
arrangements across the core public administration. 


include persons appointed to a position as: 


* an indeterminate; 

* a term of three months or more; 
+ aterm of less than three months; 
* a casual worker: 

* an as and when required basis; 

+ a seasonal worker: 

* an excluded employee; 

* in an unrepresented group; 

* part-time; or 

* a part-time worker 
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3.2 Persons appointed to the core public administration may be granted leave in 
accordance with the provisions of the relevant collective agreement or terms and 
conditions of employment. Where there is conflict or incompatibility between a provision of 


the collective agreement and the Treasury Board terms and conditions of employment 
policy instruments, the provisions of the collective agreement apply. 


3.3 This directive is issued pursuant to sections 7 and 11.1 of the Financial Administration 
Act. 

3.4 The Treasury Board has delegated to the president of the Treasury Board the authority 
to amend this directive. 


3.5 The following appendices establish criteria to be followed with respect to the 
management of certain authorized paid and unpaid absences from work: 


+ Appendix B — Leave Without Pay 


3.6 Persons appointed to the core public administration may participate in special working 
arrangements in accordance with this directive under the pre-retirement transition leave 
and leave with income averaging special working arrangements. The following appendices 
establish criteria under which these working arrangements may be established: 


+ Appendix C — Pre-Retirement Transition Leave: A Special Working Arrangement 
+ Appendix D — Leave with Income Averaging: A Special Working Arrangement 


3./ This directive is to be read in conjunction with the following: 


e relevant policies and directives on terms and conditions of employment that are 
specific to certain groups. 


4. Definitions 


core public administration (administration publique centrale) 
Refers to departments named in Schedule | and the other portions of the federal public 
administration named in Schedule IV of the Financial Administration Act. 


leave with pay (congé payé) 
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is an authorized paid absence from work in accordance with the relevant collective 
agreement or terms and conditions of employment. 


leave without pay (congé non payé) 

Is an authorized unpaid absence from work, in accordance with the relevant collective 
agreement or terms and conditions of employment, while maintaining continuity of 
employment. 


leave with income averaging (congé avec étalement du revenu) 

Is an authorized working arrangement whereby eligible persons are able to reduce the 
number of weeks worked in a specific 12-month period by taking leave without pay for a 
period of between 5 weeks and 3 months. Although pay is reduced and averaged out over 


and contributions) continue at the pre-arrangement levels. 


person with the delegated authority (personne ayant le pouvoir délégué) 
Is a person identified under the departmental delegation of authorities instrument for the 
administration of leave. 


political activity (activité politique) 
Has the same meaning as established under Part 7 of the Public Service Employment Act 
for the purpose of this directive. 


pre-retirement transition leave (congé de transition préalable a la retraite) 

Is an authorized working arrangement whereby eligible persons who are eligible for an 
unreduced pension or are within two years of becoming eligible for an unreduced pension 
are able to reduce the length of their workweek by up to 40 per cent. The person's salary 
is reduced while the pension and benefits coverage (as well as the applicable premiums 
and contributions) are maintained at pre-arrangement levels. 


public service (fonction publique) 
Has the meaning given to that expression in the Public Service Superannuation Act. 


special working arrangements (modalites de travail speciales) 

Is, for the purpose of this directive, pre-retirement transition leave and leave with income 
averaging. 

time off with pay (temps libre paye) 

Is, for the purpose of this directive, a paid absence from work (for a short duration as 


defined in Appendix A of this directive) for one of the three following reasons: time off for 
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voting; time off owing to adverse climatic or environmental conditions; and time off for 
personal medical and dental appointments. 


9. Directive statement 


5.1 Objective 


The objective of this directive is to ensure that departments within the core public 
administration manage paid and unpaid absences from work and special working 
arrangemenis in a sound, consistent and effective manner. 


The expected results of this directive are that: 


* persons appointed to the core public administration are accorded leave 
benefits in accordance with their relevant collective agreement or terms 
and conditions of employment; and 


the following: 


+ ensuring that systems, processes or procedures are in place to track leave 
without pay for other reasons, as detailed in Appendix B, in cases where 
the reason for such leave is for political activity as defined in Part 7 of the 

Public Service Employment Act; 

ensuring that the organizational structure, resources, procedures, systems 
and conirols are in place for the secure, accurate and timely application 
and administration, within their organization, of all types of leave and 


initiating, in a timely manner, appropriate pay or other administrative 
actions related to authorized leave and special working arrangements; 
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* ensuring that human resources advisors provide accurate and timely 
direction to persons appointed to the core public administration on ail 
matters pertaining to leave with or without pay, including cases where the 
leave of absence involves political activity or leave of absence priority 
entitlements, pursuant to the Public Service Employment Act or Public 

service Employment Regulations; and 

ensuring that requests for permission to seek nomination as or be a 

candidate in an election and leave of absence (see Appendix B), if 

applicable, pursuant to the 
the Public Service Commission. 


+ 


6.2 Persons with the delegated authority to approve leave are 
responsible for: 


seeking advice and direction from human resources advisors in cases of 
leave without pay due to illness and in any cases where political activity 
pursuant to the Public Service Employment Act is involved; 

ensuring that all applications for discretionary leave and special working 
arrangements are approved or not approved in a fair, consistent and 
transparent manner; 

ensuring that requests for leave are only approved in accordance with the 
applicable authority, in other words, the relevant collective agreement or 
terms and conditions of employment; 

ensuring that appropriate approval of requests for time off work or to 
participate in special working arrangements, such as pre-retirement 
transition leave and leave with income averaging, are considered and, if 
appropriate, approved in accordance with this directive; 

considering all operational factors before approving leave or special 
working arrangements; 

directing persons to the appropriate sources of information and, when 
necessary, to the departmental compensation organization before 
approving leave or special working arrangements that have an effect on 
the person's pay or benefits; and 

providing, in a timely manner, the departmental compensation organization 
with approved applications to process leave without pay or special working 
arrangements. 


2 


* 


# 


* 


# 
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6.3.1 Within departments 


Senior departmental human resources officials or any other person named by the 
deputy head are responsible for monitoring adherence to this directive within their 
organization, consistent with Section 6.2 of the Policy on Terms and Conditions of 


+ establishing and reviewing on an ongoing basis, processes, procedures 
and controls to ensure that the management of leave set out in this 
directive is administered in accordance with the appropriate authorities are 
timely and accurate and that corrective measures are implemented in a 
timely manner; and 

* reviewing, as required, the organizations' management of cases of leave 
without pay due to illness (as detailed in appendix B). 


6.3.2 By departments 


Departments may be required by the Treasury Board Secretariat (TBS) to provide 
certain types of information considered necessary for assessing compliance and 
evaluating management practices. 


On the basis of monitoring and information provided, the Secretary of the Treasury 
Board may require additional reports and information from the department. 


6.3.3 Government-wide 


TBS will review this directive and its effectiveness at the five-year mark of 


7.1 In case of non-compliance, deputy heads are responsible for taking corrective 
measures within their organization with those who are identified with delegated authority 
pertaining to this directive. Corrective measures can range from training, to the suspension 
or removal of delegated authority to, taking disciplinary action, or any combination of these 
measures. 


7.2 Departments are required to pay any costs associated with errors or inappropriate 
administration of leave from their existing departmental budgets. 
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8. Roles and responsibilities of government 
organizations 


8.1 Public Service Commission 


In addition to the roles and responsibilities of other government organizations 
described in Section 8 of the Policy on Terms and Conditions of Employment, the 
Public Service Commission has a specific role with respect to the administration of 
certain types of leave. 


It provides direction to departmental human resources organizations with respect to 
political activity, leave of absence priority entitlements pursuant to the Public 
eae Em, 2loy ment Aci and disabied PN a POLEMON nies to 


one Tax Re ulations 


+ Canada Elections Act 


9.2 Related policy instruments/publications 
ù 
10. Enquiries 


Please direct enquiries about this directive to your departmental headquarters. For 
interpretation of this directive, departmental headquarters should contact: 
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Core Public Administration Compensation Management 
Compensation and Labour Relations 
Office of the Chief Human Resources Officer 


Pay 


1. Management of leave with pay or time off work with pay 
Upon application from persons appointed to the core public administration, persons 
with the delegated authority may approve leave with pay in accordance with the 
relevant collective agreement or terms and conditions of employment. Time off work 
may be granted in accordance with the provisions set out in this Appendix. 

1.1 Persons with the delegated authority who approve leave or grant time off work 
with pay have the right to schedule such absences in a manner that takes into 
account operational requirements. Ail absences from work must be authorized by 
the person with the delegated authority to approve the specific absence. 


with pay situations 


2.1 This Appendix establishes criteria that are to be followed when the employer 


legal or societal obligations or are deemed by the employer to be situations when 
persons appointed to the core public administration should not suffer loss of 
income. The criteria are as follows: 


2.2 Paid time off work 


All persons appointed to the core public administration, including casual workers 
and terms less than three months, must be given time off with pay to vote (including 


plebiscites. The requirements are as follows: 


https://www.tbs-sct.gc.ca/pol/doc-eng.aspx?1d=15774&section=html 2021-03-09 
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Federal elections, referenda or plebiscites 


Provincial or territorial elections, referenda or plebiscites 


+ The number of consecutive hours specified in the legislation of the 
province or territory in which the person resides. 


Municipal elections, referenda or plebiscites 


«+ The number of consecutive hours specified in the statutes governing 


which the municipality is located; when there is no such provision, the time 
is that established for elections in the province or territory in which the 
person resides. 


2.2.2 Time off due to adverse climatic or environmental conditions 


Persons with the delegated authority exercise their discretionary power to grant 
time off with pay only if satisfied that the adverse climatic or environmental 
conditions affect a person's capability to remain on or report for duty. 


Adverse environmental conditions at the work place, such as a lack of heat, and 
emergency conditions affecting the community, such as a serious flood or 
snowstorm, are exampies of conditions that could warrant management to exercise 
discretion with respect to granting time off with pay. 


In the core public administration, it is the practice for the employer to grant paid time 
off, for up to half a day, for persons to attend their own personal medical and dental 
appointments without charge to their leave credits in cases of routine, periodic 
check-ups. When a series of continuing medical or dental appointments are 
necessary for treatment of a particular condition, persons with the delegated 
authority ensure that absences are to be charged to the person's sick leave credits. 


2.3 Leave with pay 
2.3.1 Religious observance 


Persons with the delegated authority to approve leave should examine, on an 
individual basis, each request for leave to meet religious obligations. When 
approving leave for reasons of religious observance, persons with the delegated 
authority ensure, whenever operationally feasible, that appropriate arrangements 
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are made for make-up time, such as the use of vacation or compensatory leave, 
shift exchanges in the case of shift workers, variable hours of work or individual 
arrangements to make up time. 


2.3.2 Recreational, personal and other special reasons 


When granting leave for participating in departmental social activities or similar 
purposes, persons with the delegated authority ensure that leave is to be charged 
against a person's vacation leave credits. In the event of a relatively brief leave 
period, such as extended lunch hours, hours of work may be scheduled to maintain 
the normal overall weekly hours of work. 


2.3.3 Participation in international sporting events 


A person appointed to the core public administration may be granted by the person 


training for or participating in international sporting events. The leave period must 
not exceed three calendar months per year, if it is taken in one period, or 66 
working days per year if it is taken in broken periods (these amounts include any 
earned but unused vacation leave credits to which the person is entitled). Training 
or participation by a person includes involvement as an athlete, an official referee, a 
judge, a coach or other official. 


Leave with pay for other reasons may be granted by the person with the delegated 
authority under the following conditions: 


| 


a. there must be a recommendation, on behalf of the person, from a national 
sport-government body and the recommendation for participation must be 
validated by the appropriate government sport organization, such as Sport 
Canada; and 

b. the person's unused vacation leave credits must be liquidated before the 
additional sporting event leave for other reasons is granted. 


2.3.4 Serve in the Canadian Forces Reserve 


Persons appointed to the core public administration may be granted leave with pay 

for other reasons for the purpose of serving in the Canadian Forces Reserve. 

Persons with the delegated authority to approve such leave are encouraged to 

grant leave of absences for this purpose. Such leave is to conform to the provisions 
| ulations made pursuant to the National 


Defence Act. 
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1.1 Upon application from persons appointed to the core public administration, 
persons with the delegated authority may approve leave without pay in accordance 
with the relevant collective agreement or terms and conditions of employment. 


1.2 Persons with the delegated authority are to ensure that persons appointed to 
the core public administration who apply for leave without pay for other reasons not 
covered under the relevant collective agreement or terms and conditions of 
employment clearly identify, in their application, the reason for the absence, such as 
to accept employment in the office of a minister, a minister of State, a secretary of 
State, or member of Parliament or to participate in political activity. 


Note: 


Heads of human resources must ensure that systems or procedures are in place to 
track the reason for leave without pay, particularly in cases involving political activity 


Public Service Commission with data for monitoring purposes. 


1.3 Compensation advisors are to inform persons who have been granted leave 


nts 


such as various insurance plans, leave entitlements, severance pay entitleme 
and contributions under the Public Service Superannuation Act as well as all 
entitlements and voluntary deductions. 


1.4 With the exception of persons on leave without pay to serve in the Canadian 

the core public administration on leave without pay can only be replaced on an 
indeterminate basis if the period of leave or consecutive periods of the same type of 
leave exceeds one year. Periods of different types of leave cannot be combined for 
the calculation of the one year period. if the person Is replaced, the person with the 
delegated authority is to make every effort to provide suitable employment for the 


Note: 
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When a person on a leave of absence has been replaced on an indeterminate basis 
and the person with the delegated authority is unable to provide suitable 
employment following the leave of absence, the departmental human resources 
advisor is to be consulted, by the person with the delegated authority regarding 
leave of absence priorities pursuant to the Public Service Employment Act. 


When a person ceases to be an employee pursuant to the Public Service 


resign or retire before the date on which their employment would have been 
terminated, they may be eligible to receive severance pay in accordance with the 


2. Management of Specific Leave without Pay Situations 


2.1 This Appendix establishes criteria that are to be followed by departments in the 
following leave without pay situations: 


iliness; 
injury in the workplace; 
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secretary of State; or a member of Parliament: 

to seek nomination as or be a candidate in a federal, provincial, territorial 
or municipal election as stipulated under Part 7 of the Public Service 
Employment Act; 

to serve in the Canadian Forces Reserves. 


* 


a 


2.2 illness or injury in the workplace 

When a person appointed to the core public administration is unable to work due to 
illness or injury in the workplace and has exhausted his or her sick leave credits or 
injury-on-duty leave, the person with the delegated authority is to consider granting 
leave without pay. 

For administrative and benefits purposes only, this type of leave without pay is 
referred to as sick leave without pay and is recorded as such. 


If it is clear that a person will not be able to return to work within the foreseeable 
without pay for a period sufficient to enable the person to make the necessary 


personal adjustments and preparations for separation from the core public 
administration on medical grounds. 
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When a person with the delegated authority is satisfied that there is a good chance 
a person will be able to return to work within a reasonable period of time (the length 
of which will vary according to the circumstances of the case), leave without pay 
provides an option to bridge the employment gap. The period of leave without pay is 
to be flexible enough to allow person with the delegated authority to accommodate 
the needs of a person with special recovery problems, including retraining. 


Persons with the delegated authority are to regularly re-examine all cases of leave 
without pay due to illness or injury in the workplace to ensure that continuation of 
leave without pay is warranted by current medical evidence. Such leave without pay 


although each case must be evaluated on the basis of its particular circumstances. 


All leave without pay due to illness or injury in the workplace will be terminated by 


e return to work; 
* resignation or retirement on medical grounds; 
* cessation of employment pursuant to section 42 of the Public Service 


2.2.1 Disabled persons—return to work 


Persons with the delegated authority are to consult their departmental human 
resources advisors when persons have been certified by a competent authority as 
ready to return to work but are no longer able to carry out the duties of their 


employee priority entitiements pursuant to the Public Service Employment 
Regulations. 


2.3 Acceptance of employment in the office of a minister, a minister of State, a 
secretary of State, or a member of Parliament 


Upon request from a person appointed to the core public administration for leave 
without pay to accept employment in the office of a minister, a minister of State, a 
secretary of State, or a member of Parliament, the person with the delegated 
authority may grant leave without pay for other reasons for this purpose with the 
understanding that all the requirements with respect to leave without pay 
established in this Appendix are applicable. 


2.3.1 Political activity 
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Persons appointed to the core public administration are to consult their 
departmental human resources advisors to seek direction regarding the provisions 
related to political activity in the Public Service Employment Act as well as the role 
of the Public Service Commission. 


2.4 Seek nomination as or be a candidate in a federal, provincial, territorial or 
municipal election 


Upon request from a person appointed to the core public administration for leave 
without pay for other reasons when the reason is to seek nomination as a candidate 
or to be a candidate in a federal, provincial, territorial or municipal election, the 
person with the delegated authority is to forward the request to the departmental 
human resources senior official, who is to forward the leave request to the Public 
Service Commission: 


If the Public Service Commission grants permission to seek nomination as a 
candidate or to be a candidate in a federal, provincial, territorial or municipal 
election, the person appointed to the core public administration may proceed on 
leave without pay for other reasons. As such, all the requirements with respect to 
leave without pay established in this Appendix are applicable. The period of leave 
without pay ends on the day on which the results of the election are officially 
declared, or on an earlier day, as requested by the person if she or he has ceased 
to be a candidate. 


When a person appointed to the core public administration is declared elected as a 
member of the House of Commons, the legislature of a province, the Council of the 
Yukon Territory, the Council of the Northwest Territories or the Legislative 
Assembly of Nunavut, the person ceases to be an employee pursuant to the Public 
Service Employment Act, and there is no entitlement to severance pay for this type 
of cessation of employment. If, however, the person resigns or retires before the 
date on which their employment would have been terminated for this reason, the 
person may be eligible to receive severance pay in accordance with the provisions 
of the relevant collective agreement and terms and conditions of employment. 


2.5 Serve in the Canadian Forces Reserve 


Persons appointed to the core public administration who request leave to serve in 
Reserve Forces activities, as described in subsection 247.5(1) the Canada Labour 
Code as: 


travel or to the employee's residence — that is designated by the Minister 
of National Defence; 
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b. an activity set out in the regulations; 

c. annual training for the prescribed period, or, if no period is prescribed, for a 
period of up to 15 days; 

d. training that they are ordered to take under paragraph 33(2)(a) of the 


e. duties that they are called out on service to perform under paragraph 33(2) 
(b) of the National Defence Act: 

f. service in an aid of a civil power for which they are called out under section 
2/5 of the National Defence Act 


cannot be replaced on an indeterminate basis, even if the absence is for a period 
exceeding one year. Such leave is to conform to the provisions of the Reserve 
Forces Training Leave Regulations made pursuant to the National Defence Act. 
Persons on leave without pay for this purpose may only be repiaced on a term basis 
and are to be reinstated in the position that they occupied on the day before the day 
on which the leave began. if the person with the delegated authority is not able to 
reinstate the person in that position by reason of a workforce adjustment, the 
workforce adjustment measures apply. 


irement Transition Leave: A 
Special Working Arrangement 


1. Special working arrangement 


Pre-retirement transition leave is a special working arrangement whereby eligible 
persons who are within two years of retirement have their workweek reduced by up 
to 40 per cent. For a full-time person, this represents up to two out of five working 
days. 


Pay for the participating person would be adjusted to reflect the shorter workweek, 
but their pension and benefits coverage, as well as premiums and contributions, 
would continue at the pre-arrangement levels. The person would continue to be 
subject to the provisions of the relevant collective agreement or terms and 
conditions of employment and their employment status (full-time or part-time) would 
remain unchanged during the working arrangement. 


2. Terms and conditions for approving pre-retirement 
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Persons with the delegated authority may approve pre-retirement transition leave if 
the following conditions have been met: 


° a thorough evaluation confirms that, for the two-year work- 
arrangement period, it is operationally feasible to allow the 
work arrangement (in other words, the quality of service or 
costs associated with service delivery would not be adversely 
affected); 

b. the person applying for the work arrangement must: 

° be a person appointed to the core public administration; 

° have indeterminate employment status; 

° not be surplus at the start of the leave arrangement; 

° be eligible for an unreduced pension at the start of the leave 
arrangement or be within two years of becoming eligible for 
an unreduced pension (for example, 53 years of age with at 
least 28 years of pensionable service or 58 years oid with at 
least 2 years of pensionable service at the time of retirement) 
and agree to resign effective at the end of the leave 
arrangement (the employer's acceptance of the resignation is 
conditional upon the leave arrangement being completed); 
agree not to work for the federal public service while on leave 
without pay, 
agree to respect the measures established in the Values and 
Ethics Code for the Public Sector while on leave without pay; 
and 
submit an Ap 


& 


o 


o 


lication for Pre-retirement Transition Leave 


3. Modifying the special working arrangement 


Once the pre-retirement transition leave application has been signed by both the 
participant and the person with the delegated authority, any changes to the 
arrangement may be made only in rare and unforeseen circumstances. A request, 
by the person, to change the working arrangement must be provided, in writing with 
reasonable notice, and may be approved at the discretion of the person with the 
delegated authority. 
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Cancellation of the approved pre-retirement transition leave working arrangement is 
to be allowed only in exceptional or unforeseen circumstances. A request, by the 
person, to cancel the working arrangement must be provided in writing, with 
reasonable notice, and may be approved at the discretion of the person with the 
delegated authority. 


Only in rare and exceptional cases would management initiate cancellation of the 
pre-retirement transition leave working arrangement. 


5.1 Annual rate of pay 


The annual rate of pay will be reduced to reflect the number of non-work days 
during the working arrangement. 


Throughout this section the expression unreduced rate of pay refers to the annual 
rate of pay in effect before the commencement of the working arrangement. The 
term reduced rate of pay refers to the annual rate of pay in effect during the pre- 
retirement transition leave working arrangement. 


Allowances for which the person participating in the pre-retirement transition leave 
working arrangement may be eligible are to be paid in accordance with provisions 
set out in the relevant collective agreement or terms and conditions of employment. 


5.3 Bilingualism bonus 


during the pre-retirement transition leave working arrangement for any month in 
which the person receives a minimum of 10 days’ pay. 


5.4 Overtime 


Overtime worked during the working arrangement period is to be paid at the 


collective agreement or terms and conditions of employment. 
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5.5 Public service pension plan 


The non-work days of the working arrangement count as pensionable service under 


therefore be deducted based on the unreduced pay rate. 


Important note: 


pay, exclusive of sick leave without pay, that can be treated as pensionable service 
under a registered pension plan (including the public service pension plan). 
Compensation advisors will provide persons appointed to the core public 
administration with information regarding this exception. 


5.6 Supplementary Death Benefit 


The premium for Supplementary Death Benefit will be deducted based on the 
unreduced rate of pay because the benefits are payable based on the unreduced 
rate of pay. 


5.7 Disability or long-term disability insurances 


The premium for these insurance plans will be deducted based on the unreduced 


5.8 Canada or Québec Pension Plan 


Contributions and pensionable earnings to the Canada or Québec pension plans 
will be based on the person's reduced rate of pay only. 


Premiums for Employment Insurance will be based on the reduced rate of pay. 


5.10 Union dues 


Union dues will be deducted in full from the reduced rate of pay. 


5.11 Other voluntary payroll deductions 


All other voluntary payroil deductions will continue to be deducted from the reduced 
rate of pay in the appropriate amounts if there are sufficient funds available. 
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The premium for this insurance plan will be deducted based on the unreduced rate 
of pay because the coverage is based on the unreduced rate of pay. 


5.13 Vacation and sick leave credits 


Vacation and sick leave credits will continue to be earned in accordance with the 
provisions of the relevant collective agreement or terms and conditions of 
employment. 


Vacation and sick leave may not be granted for the non-work (leave without pay) 
days. 


5.14 Designated paid holidays 


Full-time persons participating in the pre-retirement transition leave working 
arrangement are entitled to designated paid holidays in accordance with the 
relevant collective agreement or terms and conditions of employment if they are not 
on leave without pay on both the working day preceding the designated holiday and 
on the working day following the designated holiday. 


the person is paid for that day. 


If the person is entitled to the designated paid holiday and it falls on a non-work 
day, the holiday is to be moved to the next day that the person would normally have 
been paid (in other words, the next at-work day). 


5.15 Participation in other special working arrangements 


Persons participating in the pre-retirement transition leave working arrangement 
cannot participate in leave with income averaging. 


Appendix D—Leave with Income Averaging: A 
Special Working Arrangement 


1. Special working arrangement 
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Leave with income averaging is an arrangement whereby eligible persons reduce 
the number of weeks worked in a specific 12-month period by taking leave without 
pay for a period of between a minimum of 5 weeks and a maximum of 3 months. 


Pay for the participating person would be reduced and averaged out over the 12- 
month period to reflect the reduced time at work; however, his or her pension and 


benefits coverage, as well as premiums and contributions, would continue at the 
pre-arrangement levels. 

The person continues to be subject to the provisions of the relevant collective 
agreement or terms and conditions of employment, and his or her employment 
status (for example, full- or part-time) would remain unchanged during the working 
arrangement. 


The leave without pay portion of the working arrangement may be taken in two 


sum of the two periods must not exceed 3 months. 


Although persons participating in the leave with income averaging working 
arrangement receive income throughout the 12-month period, the person is deemed 
to be on leave without pay during the non-work period of the arrangement. 


2. Terms and conditions for approving leave with income 
averaging 


Persons with the delegated authority may approve leave with income averaging if 
the following conditions have been met: 


a. operational requirements: 

° a thorough evaluation confirms that for the 12-month work 
arrangement period it is operationally feasible to allow this 
work arrangement (in other words, the quality of service or 
costs associated with service delivery would not be adversely 
affected): 

b. the persons applying for the work arrangement must: 

° be a person appointed to the core public administration; 

o have indeterminate employment status; 

° not be surplus at the start of the leave arrangement; 

> agree not to work for the federal public service while on leave 
without pay; 
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° agree to respect the measures established in the Values and 
Ethics Code for the Public Sector while on leave without pay; 
and 

° submit an Application for Leave with Income Averaginc 
(TBS 325-10E). 


| form 


3. Modifying the special working arrangement 


Once the leave with income averaging application has been signed by both the 
participant and the person with the delegated authority, any changes to the 


by the person, to change the working arrangement must be provided, in writing, with 
reasonable notice, and any changes may be approved at the discretion of the 
person with the delegated authority. 


4. Cancellation of the special working arrangement 


Because the financial implications are significant in the leave with income averaging 
working arrangement, only in rare and exceptional cases is the cancellation of the 
working arrangement to be considered. 


A request, by the person, to cancel the working arrangement must be provided in 
writing with reasonable notice and may be approved at the discretion of the person 
with the delegated authority. 


benefits 


5.1 Annual rate of pay 

The annual rate of pay will be reduced to reflect the period of non-work days that 
will be taken during the 12-month working arrangement period. The reduced salary 
rate will be averaged over the 12-month period. 

pay in effect before the commencement of the special working arrangement. The 
term reduced rate of pay refers to the annual rate of pay in effect during the leave 
with income averaging working arrangement. 


5.2 Allowances 
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Allowances for which the person participating in the leave with Income averaging 
working arrangements may be eligible are to be paid in accordance with the 
provisions established in the relevant collective agreement. 


5.3 Bilingualism bonus 


Persons who are eligible to receive the bilingualism bonus will continue to receive 
the bonus during the leave with income averaging working arrangement for any 
month in which the person receives a minimum of 10 days’ pay. The annual 
bilingualism bonus rate will be reduced to reflect the period of non-work days that 
will be taken during the 12-month working arrangement period. The reduced rate of 
the bilingualism bonus will be averaged over the 12-month period. 


Overtime worked during the leave with income averaging working arrangement 
period is to be paid at the unreduced rate of pay in accordance with the overtime 
provisions of the relevant collective agreement. 

5.5 Public service pension plan 


The non-work days (leave without pay) of the leave with income averaging working 
arrangement count as pensionable service under the public service pension plan. 
The person's contributions to the pension plan will therefore be deducted based on 


Important note: 

Tne income Tax Act places certain maximums on the total amount of leave without 
under a registered pension plan (including the public service pension plan). 
Compensation advisors will provide persons appointed to the core public 


administration with information regarding this exception. 


5.6 Supplementary Death Benefit 


Tne premium for Supplementary Death Benefit will be deducted based on the 
rate of pay. 


5.7 Disability or long-term disability insurances 


The premium for these insurance plans will be deducted based on the unreduced 
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rate of pay because the coverage is based on the unreduced rate of pay. 


5.8 Canada or Québec Pension Plan 


Contributions and pensionable earnings to the Canada or Québec pension plan will 


deduction will be taken during the period of leave without pay (5 weeks to 3 
months). 


5.10 Union dues 


Union dues will be deducted in full from the reduced rate of pay. Union dues will 
not, however, be deducted when a person is on the leave without pay portion of the 
working arrangement for an entire calendar monih. 


5.11 Other voluntary payroll deductions 


All other voluntary payroll deductions will continue to be deducted from the reduced 
pay rate in the appropriate amounts if there are sufficient funds available. 


9.12 Public Service Management Insurance Plan 


Vacation and sick leave credits will continue to be earned in accordance with the 
provisions of the relevant collective agreement or terms and conditions of 
employment. 


Earned vacation and sick leave credits may be used on the at-work days" portion of 
the working arrangement only. During the leave without pay portion of the working 
arrangement, vacation and sick leave credits will be earned in accordance with 
relevant collective agreement or terms and conditions of employment. 


5.14 Designated paid holidays 
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Full-time persons participating in the leave with income averaging working 
arrangement are entitled to designated paid holidays in accordance with the 
relevant collective agreement or terms and conditions of employment. 


5.15 Participation in other special working arrangements 


Persons participating in the leave with income averaging working arrangement 
cannot participate in the pre-retirement transition leave working arrangement. 


© Her Majesty the Queen in Right of Canada, represented by the President of the Treasury Board, 
2017, 
ISBN: 978-0-660-09656-8 


Date modified: 2013-11-28 
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Government Gouvernement 
of Canada du Canada 


work for personal or other reasons. You can find more information 
about leave without pay and how it can affect your pension benefits 
in the Leave Without Pay Information Packag 


Expand All Collapse All 


You may want to Know... 


v Do you continue to contribute to the public service pension 
plan during periods of leave without pay? 
Yes. You continue to contribute to the pension plan for the first 
three months of your leave without pay. After that period, you 
may choose to count or not to count the balance of your leave 
without pay as pensionable. For more information, refer to the 
Leave Without Pay Information Packa 
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If you are on pre-retirement transition leave or leave with 
income averaging, your contributions will continue for the 


entire period of the leave. 


v How much do you contribute to the pension plan for periods 


of leave without pay? 


on the duration of your leave and type of leave you are taking. 


> In most cases the contribution rate for the first three 
months of a period of leave without pay is at single rate, 


contributions. 
© For your period of leave after the first three months, you 
will be required to pay contributions at either single or 
double rate (your share and the employer's share of the 
for specific types of leave without pay can be found in the 
Leave Without Pay Information Packa 


ge. 


v Can you choose not to count your period of leave without 
pay for pension purposes? 


https://www.canada.ca/en/treasury~board-secretariat/services/pension-plan/active-membe... 2021-03-09 
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Yes. While still employed, in most cases you may choose not to 
count periods of leave without pay in excess of the first three 
months. Further information and deadlines to proceed with 


There is no option to count or not to count periods of pre- 
retirement transition leave or leave with income averaging. As 
pension contributions are required for the full period. For 
transition leave, you are also required to contribute not just for 
the first three months but for the entire period of leave. 


v Can you choose not to count your period of leave without 
pay for pension purposes and then change your mind? 


Yes. Even after you have chosen not to count your leave 
without pay, you can, at a later date, decide to count the 


nigher since interest will be charged. You may refer to the 


Service Buyback Package for more information. 


y Are there limits on how much leave without pay may be 


counted for pension purposes? 


of leave without pay that can be treated as pensionable during 


an individual's career. The maximum permitted is 5 years, 


CBSA - Released under the Access to Information Act. 
P 3 Fo Divulgation en vertu de la loi sur l'Accès à l'information 
ET DE É j F 
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excluding sick leave without pay. However, you may also be 
credited with an additional three years of leave without pay for 
parenting purposes. The 5-year maximum may also be 


public service employee are loaned out to another employer. 


More information on the tax implications of taking a period of 
leave without pay is available in the Leave Without Pa 


Information Packaae. 


without pay are owed upon your return to work. 


Y When do you have to pay your pension and Supplementary 
Death Benefit (SDB) contributions for your period of leave 
without pay? 
You are not required to pay your contributions until you return 
to work. At that time, the Government of Canada Pension 
Centre will advise you of the amounts owing and payment 
methods. If, however, you are approved on a period of leave 
without pay for “On loan” purposes, you will be required to pay 
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leave and leave with income averaging, contributions will 
continue to be collected from your salary. 


v What payment options are available to you for your 

contributions? 
You can make payments for your pension contributions at any 
time in a lump sum by personal cheque, postal or bank money 
order. Otherwise, your pension contributions will be recovered 
by salary deductions upon your return to work. In certain 
Situations it may also be possible to use your Registered 
Retirement ne Plan ener to pay your lil 


recommended when forwarding your payment(s yt to the 


Pension Centre. For pre-retirement transition leave and leave 
with income averaging, service buyback payments will continue 
to be collected from your salary. 
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without pay from your permanent job? 


Yes and if you do you are considered to be in a dual 
employment situation. You must advise both your employers 
that you are working elsewhere as your benefits may be 
affected. Dual employment may also impact your requirement 
to contribute, timing of payment of deficiencies and your 
option to count periods of leave without pay as pensionable. 
Further information on dual employment is available in the 


it plans for information on 


benefits. 
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